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VOY STRATEGIES is an Economically Disadvantaged Woman-Owned Small Business (EDWOSB) that is focused
on working strategically with our customers, to develop cutting edge solutions to meet every organization’s
needs and expectations. From our offices in Florida and Virginia, we serve Federal Government Agencies, the
Department of Defense, and private sector companies by delivering high quality services globally. In partnership
with our customers, we provide People, Processes, Plans and Products based in Value-creation and Optimization
that Yields results to meet the current and future needs of global requirements.
VOY STRATEGIES, founded by Dr. Mary Elizabeth Voy, takes pride in providing a qualified team of outstanding
professionals with advanced degrees (Masters and PhDs) which serve as experts with decades of experience
providing professional services world-wide to the Federal Government and commercial businesses across the
following business areas:



ORGANIZATIONAL DEVELOPMENT (OD) & KNOWLEDGE MANAGEMENT

 Our OD services range from small and large group team building through company-wide change management,
cultural transformation, strategic planning, and business process engineering.



HUMAN CAPITAL DEVELOPMENT & CONSULTING SERVICES

 We offer all levels of personnel and consulting services that spans entry level administrative staff, mid-level, and
specialized and/or cleared subject matter experts and specialists.



STRATEGIC TRAINING & MANAGED LEARNING SERVICES

 We provide Workforce development, Leadership, Technical, Non-technical, Operational Coaching and mentoring
(individuals, teams, and groups) for commercial, nonprofit, and government organizations.



TECHNICAL OPERATIONS & CONSULTING SERVICES

 Our Technical and Operational Consulting Services span training, marketing and communications, specialized
transportation, and security and identity services.

Our training courses cover all primary business operations areas and are developed to function independently or
collectively to promote individual and/or company-wide professional growth. This catalogue provides an
overview of almost 200 courses, which we can deliver onsite, virtually, or in our training facilities around the
clock.
For additional information, contact VOY STRATEGIES at info@voystrategies.com or check out website
at www.voystrategies.com.
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Mary Elizabeth Voy, Ph.D., CEO of VOY STRATEGIES, is an international management
consultant, International Coach Federation (ICF) certified coach, master facilitator, and speaker
with over 20 years of progressive leadership and business development experience in both
private sector and government organizations. She has a passion for, and expertise in, what it
takes to create and maintain a world-class organization.
Dr. Voy served as the Vice President of the Organizational Development, Knowledge
Management, and the Training Operations Directorates for American Systems for nearly two
decades, managing contracts that range from $1 million to $60 million. During her 20+ year
career, she led the business development strategies through award on both large and small
contracts for more than 22 Federal agencies and multiple commercial organizations.
Dr. Voy has also held leadership positions at Embry-Riddle Aeronautical University, Aero-Prep Seminars, and Survey Market
Planners. She holds a Ph.D. in Psychology specializing in Organizational Development and Cognition and a Masters in
Educational Psychology. She is a noted public speaker on adult learning theory, return on investment and expectations and
the psychology of human performance. She is also a certified Supreme Court of Florida mediator, a Coach U trained
executive coach and an International Coach Federation (ICF) member in practice for over eight (8) years with over 950
hours of coaching experience. Dr. Voy holds a current Top Secret Clearance. She is Shipley trained in proposal writing, price
to win strategies, posturing to win and capture, oral presentations, and task order responses.
Dr. Voy is certified in multiple assessment tools such as the MBTI, FIRO-B, and DISC. Her work with senior client executives
at the C-level has included business development, designing custom solutions, turn-a-rounds, organizational development,
and discreet resolutions. She has the unique ability to identify, develop, deliver and execute strategic change initiatives with
measurable results.
Dr. Voy’s 20+ years of executive, leadership, and business development experience has resulted in unique qualifications to
assist individuals to lead through the dynamic and ever changing business environment. She is results-focused with a
proven track record. She is known for effectively partnering with clients to improve program effectiveness and increase
organizational alignment with cutting edge products and services while providing a focused level of service at ultracompetitive rates.
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VOY INSTRUCTIONAL METHODOLOGY
We employ a contemporary ADDIE model that is based on a segmented planning process that is transparent from initial
concept to course evaluation and revision. Our implementation of the ADDIE model blends multiple approaches and
incorporates e-learning for onsite and web modules.
Relying on the traditional ADDIE participant center approach, we incorporate analysis, design, development,
implementation, and evaluation into each course design. Beginning with a complete outline of the learning objectives,
VOY STRATEGIES prepares each course for the best use of practices and interactive scenario based learning tools to
ensure we meet the goals set.
We begin with writing the learning objectives, identifying the most appropriate methodologies for training, and then focus
on creating interactions or practice opportunities to ensure participants retain the skills long after the training is completed.
Our approach ensures each course or series of courses are accurately defined and the best instructional methodology
incorporated while the instructional prepares the delivery.
Step 1: Analysis. Define components, facts, methods, terms, and processes.
Step 2: Design. Create an outline incorporating
the insight from the initial analysis and identify
the
learning
objectives;
pre-requisite
requirements; course requirements and outline;
performance standards; structure and order of
the course; testing materials; evaluation criteria;
and cost analysis.

The ADDIE model ensures an systematic, transparent process from
analysis through implementation and evaluation.

Step 3: Development. Prepare all course
materials and activities in accordance with the
determined delivery models.
Step 4: Implementation. Deploy and deliver
the course or series of courses in accordance
with the analysis, design, and development
stages; manage the overall administration and
delivery of all courses including information that
includes participant and instructor data,
materials, and other course related data for
monitoring all activities.
Step 5: Evaluation. Assess and evaluate the
activities associated the course delivery from the
initial analysis through implementation to ensure
we continually collect and solicit feedback into
ongoing enhancements and improvements.
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OFFERINGS

If you need to develop your professional skills or enhance your cognitive capabilities, VOY STRATEGIES can meet that
need. With an individual approach to organizational achievement, we create learning experiences that help individuals
advance their capabilities and contribute to the success of their teams and organizations/operations. Our offerings include:
TRAINING OPEN-ENROLLMENT

Each year we develop the professional, management, and leadership skills of hundreds of individuals and hundreds of
organizations. Our open-enrollment training, offered nationwide, is facilitated to help participants learn the tools,
techniques, and best practices they can apply directly to their work environment.
ON-SITE

If you have a group of people—large or small—you want to train, all of the courses in our catalog are available for delivery
at your location. Each year we facilitate hundreds of programs onsite all over the country. Our expert client engagement
coordinators will ensure you receive the best learning experience for your group when and where you need it. If you do not
have facilities available for learning, we can make arrangements for you with our extensive network of hotels.
CUSTOM TRAINING, DESIGN, & DEVELOPMENT

We offer customized learning and development programs designed to increase the leadership and management capability
of individuals, teams, groups, and organizations. Whether you are looking for a training course to develop mandated
leadership competencies or a
comprehensive leadership development
program, we can support your learning
and development needs.
CONSULTING & PROFESSIONAL SERVICES

If you are looking to improve overall
workplace performance, our expert
coaches and consultants will work
closely with you to uncover and identify
areas for growth and improvement, and
then consider our wide range of services
to increase leadership and management
capability and accelerate performance
improvement. Our range of professional
services include coaching, assessments,
facilitation, and action learning.
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HUMAN CAPITAL DEVELOPMENT, STRATEGIC TRAINING AND ORGANIZATIONAL DEVELOPMENT CAPABILITIES

We believe that individuals and organizations have a tremendous capacity and responsibility to lead and perform.
Harnessing this capacity requires the intentional development of individual and organizational leadership capabilities. VOY
STRATEGIES’ offerings exist to help individuals, groups, and organizations develop their leadership capabilities. Through the
development of leadership capabilities, organizations can make progress and
accomplish their missions.
Our portfolio of course categories include:

BUSINESS BASICS

EMOTIONAL INTELLIGENCE

BUSINESS DEVELOPMENT

HUMAN RELATIONS

CHANGE

LABOR MANAGEMENT RELATIONS

COACH APPROACH

LEADERSHIP AND MANAGEMENT

COMMUNICATIONS

ORGANIZATIONAL DEVELOPMENT

CONFLICT, STRESS AND HARASSMENT

PERFORMANCE MANAGEMENT

CRITICAL THINKING

PROFESSIONAL DEVELOPMENT

DIVERSITY

SALES

TEAM BUILDING

TRAIN THE TRAINER

TECHNICAL OPERATIONS

MARKETING AND COMMUNICATIONS

TIME MANAGEMENT

x

PERFORMANCE OPTIMIZATION

To meet our clients’ diverse performance optimization needs, we offer a wide range of products and services such as
training, consulting, team workshops, coaching, assessments (individual and organizational), strategic and communication
plans and evaluation services.
Performance Optimized focuses development on the intersection of self, team, the organization/operation.
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FACILITATION SERVICES

Whether your need is to develop and agree upon a solution to a project issue or create a realistic plan to address an
emerging team situation, with Management Concepts Facilitation Services you will experience a time-tested, easy-to-apply
facilitation process to help you achieve your group’s goals.

OUR FACILITATORS ARE LEADERS IN THEIR FIELD

We understand the importance of giving attention to group dynamics and processes. Our facilitators help to create an
environment in which individuals can engage in dialogue and experience new learning and the group can resolve the issue
at hand. They also serve as role models for individuals participating in a group facilitated session.
When groups work with our facilitators, they learn an effective facilitation process while seeing first-hand how specific tools
and techniques contribute to the success of a group facilitated session. Learning and action is at the heart of our group
facilitated sessions

IF YOU HAVE A NEED TO: LEAD A CHANGE INITIATIVE

Your group of leaders or managers will be guided by our expert facilitators to strategically and systematically plan and
prepare for your change initiative. You will receive assistance to carefully examine the scope, complexity, resistance,
culture, and change capability of the group or organization to help you navigate possible hurdles that could get in the way
of achieving your change goals.

TRANSFORM GROUPS OF INDIVIDUALS INTO TEAMS

You will experience team transformation that focuses on creating a spirit of collaboration, support, and encouragement.
The focus of your team facilitated session will be on understanding the behavioral styles of individuals, exploring and
overcoming workplace challenges, and agreeing on a team performance contract for the future.

COMMIT TO A COMPELLING STRATEGY

During a retreat or work session, your leaders will work together to set the strategic goals and initiatives for the coming
year. If you desire any follow-on facilitation support, your leaders can come together again to refine the detailed
communication plan and set priorities for specific actions to be taken.
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COACHING SERVICES

Are you looking for a way to extend the leadership development choices for individuals and teams? One-on-one coaching
and team/group coaching provide rich opportunities to engage in discovery and learning to personally and professionally
prepare for changing leadership environments.
VOY STRATEGIES approaches coaching (executive, leadership, or team) as a formal engagement that consists of a series of
dynamic, confidential sessions designed to stimulate personal growth and improve performance. Through interaction with
a qualified coach, individuals (and teams) become more self-aware and increase their capability to take more effective and
fulfilling action. Through our coaching experiences, coupled with repeated practice and feedback, we are confident
individuals and teams will uncover new ways of thinking and behaving to unleash the potential they may not realize they
possess.
Our Coaching Framework You will experience a coaching framework that consists of six dimensions:
1.

Build Rapport and Trust

Whether coaching in-person or from a remote location (via telephone,
teleconference, or online), Management Concepts coaches seek to build
and maintain rapport and trust with their coaching clients. Coaches
accomplish this by:







2.

Emphasizing and maintaining confidentiality
Getting to know clients as individuals
Showing genuine concern for their clients
Demonstrating integrity, honesty, sincerity, and respect
Clarifying goals and objectives, and creating a vision for success
Using effective communication and coaching skills

Understand Strengths and Development Needs

Coaching is best supported when there is a clear understanding of where
the coaching client is currently and where they want to grow and develop.
Our coaches help their clients identify SMART goals for specific
competencies (Specific, Measurable, Action-oriented, Realistic, Timebound) they want to strengthen.
3.

Engage in Coaching Sessions

The frequency and length of each coaching session is highly individualized, but most coaching clients prefer 45-50
minute, bi-weekly sessions. During each coaching conversation, our coaches give full attention to the client, using
effective techniques for the client to learn, integrate, and apply. They also initiate the kind of conversations that have
the potential to transform the client’s inner self so their outer actions are more powerful.
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4.

Build Strong Support

In order to be successful, the coaching clients need to build support for their professional development from their
managers/supervisors, peers, and potential internal and external customers. Our coaches help the supervisors of the
coaching client to:





5.

Understand their environment
Build support
Prioritize actions
Map implementation and evaluation strategies

Track Performance

Our coaches guide coaching clients to assess their implementation activities from multiple perspectives. They will be
asked to:





6.

Reflect upon their own progress
Collect feedback from colleagues and managers/supervisors
Check progress against identified milestones
Make adjustments to their implementation plan, where appropriate

Create a Development Plan for Continued Learning

The final step in working with a coaching client is to ensure they understand how to continue to set development goals,
prepare and implement action plans, and stay motivated to learn, grow, and develop their leadership skills and
abilities.
Example Topics of Focus include:
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SECRETS TO MANAGEMENT SUCCESS

PERSONAL PRODUCTIVITY

ORGANIZATIONAL SKILLS

ETHICS IN THE WORKPLACE

LEADING THROUGH CHANGE

BALANCING PRIORITIES

BUSINESS WRITING

ADAPTING YOUR STYLE

EMOTIONAL INTELLIGENCE

PERFORMANCE MANAGEMENT

CHALLENGING NEGATIVE ATTITUDES

MENTAL MODELS

BUSINESS ETIQUETTE

WHAT CUSTOMERS REALLY WANT

DIVERSITY AWARENESS

COACHING CONVERSATIONS

MANAGING PERFORMANCE

NEGOTIATION SKILLS

ASSESSMENT SERVICES
ASSESSMENT AND FEEDBACK

Successful organizations approach performance management by assessing capabilities, guiding development, and
developing clear performance expectations. This approach enables organizations to focus on the performance of people
rather than the work to be done.
VOY STRATEGIES offers validated assessments and feedback tools to help individuals and teams recognize their strengths
and developmental needs against specific competencies for individual, team, and organizational effectiveness.
ASSESSMENTS FOR PERFORMANCE AT ALL LEVELS

We offer a range of surveys to assess the performance of employees across your organization. They include:








Executive survey tool for the most senior level executives
Leader tools for senior management
Manager survey tool for supervisors to senior managers
Performance surveys for non-supervisory or non- management employees
Emotional intelligence survey tool for employees at all levels
Team survey tools for teams looking in internal team effectiveness
Custom survey tools to support the existing competency framework in place at your organization

As your committed partner, VOY STRATEGIES will:
 Help you understand the 360-degree process
 Help you select the right survey tool for your
particular audience and assessment need
 Provide you with secure online and confidential
surveys, and helpful tools to support the
assessment process
 Prepare individuals to receive feedback reports
through one-on-one coaching sessions or in a
group workshop
 Work with individuals or groups to create action
plans for the learning, growth, and change they
desire to make
 Provide follow-on coaching and consulting
services, as desired, to support continuous
learning and development for individuals and
groups involved in the assessment and feedback
process
HOW WE WORK WITH YOU TO MEET YOUR LEARNING AND DEVELOPMENT NEEDS

xv

When clients approach us with unique learning and development needs, we respond with a proven Learning to
Performance Process that emphasizes:





A genuine partnership based on trust and mutual responsibility
A deep understanding of your conditions and vision
A recognition of and respect for constraints on your time, budget, and resources

VOY STRATEGIES’ highly developed learning management team draws upon experiences and insights gathered over two
decades of training, coaching, and consulting in public- and private organizations to help you build the capabilities of your
people.
We will work with you to:
 Meet you where you are and work within the context of your organizational culture.
 Align your learning and development needs with your organization’s strategic goals and initiatives, performance
management system, and plans for succession to create an integrated learning experience.
 Link practical, on-the-ground reality with relevant theory and processes to help you reach your desired learning
and development goals.
 Leverage your internal and external resources to create an environment for learning that will raise performance to
new levels.
 Select the best kind of learning and development experiences to meet your learning needs. Some examples
include:
 Customize content that integrates specific organizational processes, vocabulary, challenges, and case studies into
the learning experiences
 Offer group exercises to stretch existing assumptions, create new perspectives, and learn from each other –
Practice sessions to build skills for measurable growth and change
 Incorporate situation-specific explorations that offer new learning – New tools and techniques to improve the way
work gets done – Application of learning technology to sustain learning and growth
 Measure the value exchange of working together. We believe the learning and development experiences we
provide should deliver the investment made in them—as measured by value, impact, and net gain to your
organization.
Please call us at 386.523.7201 to discuss your learning and development needs.
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HOW TO REGISTER

Due to limited class size, we recommend that you register early to guarantee your place in the class of your choice. Choose
one of the following registration methods most convenient for you:

ONLINE: Register online at www.VoyStrategies.com

TELEPHONE: Call our Registration Support Department at 540.479.8343 to reserve your class seat. Then, mail
your payment (purchase order, training form, credit card authorization, or check) to the address below.

MAIL: Complete the registration application (see registration application). Mail the application along with your

payment to:

VOY STRATEGIES
Attn: Registration Department
200 N. Halifax Dr.
Ormond Beach, FL 32176
ACCOMMODATIONS

Accommodations and meals are not included in the price of courses. Visit www.voystrategies.com for travel
recommendations.
CONFIRMATION

We will confirm your registration in writing approximately three weeks prior to the class start date. If the class is full or has
been rescheduled, you will be notified. Please do not make nonrefundable travel reservations before you receive this
confirmation.
CANCELLATION POLICY

Substitutions are permitted at any time prior to the start of the class. If you cancel or change your registration more than
two weeks prior to the start date of the class, VOY STRATEGIES will at your request, either refund your payment or apply
it to another class. If you cancel or change your registration less than two weeks prior to the class start date, you will be
responsible for the full payment, and then may request a “transfer voucher,” redeemable by one person for one class of
equal or lesser value. The voucher may be applied only one time, can be used by anyone in your organization, is valid for six
months, and is nonrefundable.
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PAYMENT

Payment is due by two weeks prior to the class start date, and may be made by check, money order, credit card (VISA,
MasterCard, and American Express), government purchase card, funded purchase order, or government training form
(Form 182). Students may not be guaranteed a seat unless payment or payment paperwork is received two weeks prior to
the start date. Course prices, course titles, and course schedules are subject to change without notice. Visit our website for
the most current information.
SATISFACTION GUARANTEE

VOY STRATEGIES’ programs consistently receive the highest ratings for being timely, well presented, and relevant.
Consequently, we offer a money-back guarantee for every class in our catalog. If you are not satisfied that we have met the
stated objectives of the course, just tell us why. We will either refund your payment in full or apply the amount to another
class. Any concerns or requests should be sent to:

VOY STRATEGIES
Subject: Attention: Quality Assurance
Training@voystrategies.com
OPEN-ENROLLMENT GROUP DISCOUNTS

Organizations save money when sending a group of students to the
same open-enrollment class offered. When five to nine students from
your organization attend the same class, you can take a 5% discount off
the course price. Send ten or more to receive a 10% discount.
ADMISSIONS POLICY

Admission to VOY STRATEGIES’ courses is open to all individuals
who intend to complete the program of instruction and desire to
develop the skills and competencies needed to be successful, optimize
their performance and effectiveness, and assist their organizations in
achieving their mission.
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COMPLETE COURSE CATALOG
1.

ADAPTING YOUR STYLE

ENHANCE YOUR ORGANIZATION BY ADAPTING YOUR LEADERSHIP STYLE TO IMPACT PRODUCTIVITY
As most experienced leaders know, people come in all shapes and sizes; what works for one employee (in
terms of communicating, motivating, giving feedback, etc.) doesn't have the same results with another
employee. Understanding and speaking to different styles will make you a more effective leader. In this
program, you will assess your personal leadership style and apply and practice tools for building connections
with employees, running productive meetings, and enhancing employee motivation.

2.

ADMINISTRATIVE SUPPORT

STAND OUT FROM YOUR PEERS BY REFINING YOUR SKILLS AND INCREASING PRODUCTIVITY
In the Administrative Support course, participants will learn the core skills that will help them use their
resources efficiently, manage your time wisely, communicate effectively, and collaborate with others
skillfully. The practices presented in this course may take time to become a part of your daily work routine.
However, making the commitment to consistently apply the concepts every day is the key to changing and
adopting new behaviors in a short amount of time.

3.

ANGER MANAGEMENT

SOMEONE PUSHING YOUR BUTTONS? YOU COULD LOSE A LOT MORE THAN YOUR COOL IF YOU DON’T
IDENTIFY WHAT UPSETS YOU AND THE APPROPRIATE WAY TO COPE WITH ANGER
Anger can be an incredibly damaging force, costing people their jobs, personal relationships, and even their
lives when it gets out of hand. However, since everyone experiences anger, it is important to have
constructive approaches to manage it effectively. The Anger Management workshop will help teach
participants how to identify their anger triggers and what to do when they get angry.

4.

APPRECIATIVE INQUIRY

THE GLASS IS ALWAYS FULL: LEARN HOW TO TRANSFORM AND GROW YOUR ENVIRONMENT BY FOCUSING
ON THE POSITIVE IN EACH SUITATION, INSTEAD OF THE NEGATIVE
Through positive questioning people will be directed to move in a positive direction. Recognizing the
strengths and values of what works as opposed to what's wrong will transform the individuals and thus
transform the organization. Appreciative Inquiry is a shift from looking at problems and deficiencies and
instead focusing on strengths and successes. It is a tool for organizational change and it will strengthen
relationships. Who doesn't like to share good positive stories and events? Think about it.

5.

ART OF EFFECTIVE COMMUNICATION

SILENCE CAN BE GOLDEN: WORDS ARE ONLY HALF OF THE CONVERSATION. DECODING NON-VERBAL AND
OTHER COMMUNCATION STYLES BRINGS NEW LIGHT AND LESS CONFLICT TO A CONVERSATION
It is not unusual to hear people in companies say, "We have a communication problem here." This two day
program will provide methods and information to analyze and improve your own communication and help
you help others. We communicate in many ways: with our words, tone, eyes, and bodies to name a few.
Understand the hidden meanings behind the various communication methods and devise strategies to
communicate more effectively and avoid unnecessary conflict.
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6.

ART OF INFLUENCING OTHERS

HELP ME HELP YOU, AND OTHER PERSUASIVE COMMUNICATION TO GET PEOPLE ON BOARD
Lay the foundation for more effective communication in this highly interactive workshop. Develop creative
ways to establish rapport and build relationships through a deeper awareness of the power of nonverbal
communication. Learn how to avoid common communication barriers. Recognize communication styles
preferences, and tailor your communication to be more effective with each style. Learn methods for deescalating difficult situations and resolving conflict effectively. Through a series of structured experiences,
develop and learn to apply skills that improve your effectiveness when marketing your services in any
communication skill. The purpose of this training is to teach people the skills they need so that others will
want to grant them the power to affect outcomes. Our approach is to teach someone how to develop and
maintain rapport, how to resolve conflicts and handle difficult situations, and how to recognize others’
needs and support them in meeting their needs while meeting their own as well (“win-win”). The training
concludes with emphasizing the qualities that influential people have and give the participants an
opportunity to assess themselves in these areas.

7.

ART AND SCIENCE OF COMMUNICATION

IF YOU WANT TO BE HEARD, YOU HAVE TO SPEAK THE LANUAGE. LEARN HOW TO ADAPT A
COMMUNICATION STYLE THAT SPEAKS TO MOMENT AND ANY AUDIENCE
Good communication skills are essential for employees at all levels. The ability to convey ideas, give or
receive feedback, resolve differences, and persuade others are just as important as technical competence.
This program gives individuals an easy-to-use model of communication, helps them to overcome common
communication problems, and shows them how to tailor their communication style to work in any
situation.

8.

ART OF SUCCESSFUL COACHING

GET ON THE ROAD TO THE COACHING HALL OF FAME BY DEVELOPING THE SKILLS YOU NEED TO PLAN AND
EXECUTE A WINNING TEAM
Most managers are aware that the old school “command and control” method of supervising simply isn’t as
effective as involving employees in their development. From identifying an appropriate coaching approach
and implementing a comprehensive development plan to conducting an effective coaching session and
setting meaningful goals, this program provides coaches with the tools and techniques they need to
improve their employees’ performance.

9.

ASSERTIVENESS AND SELF-CONFIDENCE

HAVE YOUR INSECURITIES HELD YOU BACK? DO YOU HAVE IDEAS THAT WOULD BENEFIT YOUR TEAM BUT LACK THE CONFIDENCE
TO PRESENT THEM?
The Assertiveness and Self-Confidence workshop will give participants an understanding of what
assertiveness and self-confidence each mean (in general and to them personally) and how to develop those
feelings in their day-to-day lives. These skills will encompass many aspects of your participant's lives and
have a positive effect on all of them.

2
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10.

ASSERTIVENESS SKILLS

A BETTER YOU MAKES A BETTER WE. GET THE TOOLS NEEDED TO BUILD THE CONFIDENCE AND CONTROL
NEEDED FOR GETTING WHAT YOU NEED AND SHOWCASING THE BEST YOU CAN BE
Assertiveness Skills are crucial to professional development, as well as other aspects of life. Some of these
skills include asking for what you need, handling confrontations gracefully, and putting ideas forward with
confidence. Not only do these skills improve teamwork, focus discussions, and build relationships, but they
also help individuals to become competent, constructive, confident, and perform at their best. Assertiveness
Skills provides the skill development, practice, and understanding individuals need to learn to how to be
truly assertive.

11.

ATTENTION MANAGEMENT

EARTH TO JIM, YOUR WORK IS WAITING! HAVING TROUBLE KEEPING EMPLOYEES FOCUSED AND ON TRACK.
LEARN THE KEYS TO KEEPING YOUR TEAM MEMBERS GROUNDED AND FOCUSED
Interferences in an employee’s work not only exist in their immediate external environment, but internally
as well. Attention Management is a useful skill that allows managers to connect with their employees on an
emotional level and motivate them to focus on their work and how to reach their personal and company
goals. Your participants will gain valuable insight and strategies into what it takes to be more attentive and
vigilant.

12.

BALANCED SCORECARD

PAINT THEM THE BIG PICTURE: HOW TO CLEAERLY AND EFFECTIVELY CONVEY IDEAS, STRATEGIES AND
OUTCOMES SO THAT EVERYONE GETS THE PICTURE
It is a daunting task for those who are responsible for successful performance in a managing-for-results
environment. Balanced Scorecard is about creating a business strategy where all organizational moves fit
together in a simple to understand, cause-and-effect chain of events. A Balanced Scorecard provides tools
that allow management to communicate a variety of metrics to keep stakeholders, upper management,
team members, and employees up-to-date.

13.

BALANCING PRIORITIES

MANAGING ON A HIGH WIRE: SKILLFULLY BALANCE FULL WORKLOADS AND TIGHTER DEADLINES
Balancing Priorities - How to Successfully Manage Tasks, Deadlines, and Expectations. It’s all about doing
more with less. Employees in today’s organizations are under immense pressure to work faster and smarter,
yet the deadlines are tighter, the resources are lacking, and the work is more complex. Equip them with the
know-how and skills to effectively manage the workload with Balancing Priorities, the classroom training
program that will help them to improve their productivity and performance through better goal setting, task
delegation, organization, and an efficient use of technology.

14.

BEHAVIORAL INTERVIEWS

ELIMINATE THE BAD APPLES BY IDENTIFYING THE MOST FRUITFUL CANDIDATES FOR AN INTERVIEW
When new hires fail to meet initial expectations, not only must organizations spend time and resources
hiring replacement employees, but also potentially suffer a loss of productivity and, in some cases, a
damaged reputation as the result of an employee's poor performance. A negative attitude, lack of
punctuality, and an inability to work well with others or resolve conflict are all behavioral issues that
employers can otherwise uncover during an interview—with the right know-how. Basing its teachings on the
basic premise that past performance is the best indicator of future performance, Behavioral Interviews leads
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participants through a structured interview process from reviewing resumes to conducting interviews to
evaluating candidates.

15.

BODY LANGUAGE

WORDS ARE POWERFUL, BUT OUR ACTIONS DEFINE US. LEARN HOW BODY LANGUAGE CAN UNDERMINE
OUR WORDS
Body Language Basics will provide you with a great set of skills to understand that what is not said is just as
important as what is said. It will also give you the ability to see and understand how your own Body
Language is being seen. You will be able to adjust and improve the way you communicate through nonverbal communications.

16.

BUDGETING BASICS

RED IS NOT THE NEW BLACK: STAY ON TOP OF YOUR BALANCE SHEETS AND OUT OF THE RED
Budgeting is projecting whether, with all of the inflows of money throughout a given time period, and the
planned expenses, there is money left over or not. The point of budgeting is to make sure that we have a
cash surplus and not a cash deficit at any given point.

17.

BUDGETS AND FINANCIAL REPORTS

SPEAK THE LANGUAGE OF NUMBERS BY LEARNING THE BASICS OF SOLID FINANCIAL MANAGEMENT
The Budgets and Financial Reports workshop will give you a solid foundation in finance. We'll cover topics
like commonly used terms, financial statements, budgets, forecasting, purchasing decisions, and financial
legislation.

18.

BUSINESS ETIQUETTE

MIND YOUR MANNERS TO ENSURE A MORE PRODUCTIVE AND LESS STRESSFUL WORK ENVIRONMENT
Do manners matter? You bet. A company without common courtesies experiences more employee
turnover, more EEOC expenses and more time spent on paperwork related to complaint issues. On an
individual level, when you don't use manners and common courtesy, it shows a lack of consideration and
professionalism. People then make judgments about you regardless of your abilities. This program provides
guidelines for common business etiquette, how to show respect for yourself and others, how to establish
positive connections with anyone, and how to choose polite and positive responses to rude behavior.

19.

BUSINESS WRITING

USE THE POWER OF THE PEN TO GET AHEAD. USE PROFESSIONAL WRITING TO ADVANCE YOUR CAREER
The Business Writing workshop will give your participants a refresher on basic writing concepts (such as
spelling, grammar, and punctuation), and an overview of the most common business documents. These
basic skills will provide your participates with that extra benefit in the business world that a lot of people
are losing.

20.

CALL CENTER TRAINING

WHEN OPPORTUNITY CALLS, BE PREPARED FOR CONVERSATIONS THAT GET RESULTS
A well-trained Call Center is the heart of any operation. Call center employees who know how to handle the
great variety of situations that present themselves with skill and professionalism will be an asset to the
organization as well as being able to profit themselves in terms of salaries and performance bonuses. Call
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Center Training will allow the employee to enter their work area with confidence that they are equipped to
answer questions and overcome objections and ultimately close the deal.

21.

CAREER PLANNING AND DEVELOPMENT

BUILD STAR PLAYERS WITH WINNING CAREER GOALS THAT PLANT THE SEEDS OF LONGEVITY
Today’s work environment has put a high priority on bright, talented, enthusiastic employees. However,
these are the very employees who are frequently recruited away by headhunters and other organizations.
So, how do you keep your best employees? By working with them to create a meaningful career
development plan — and following through on it. Career planning and development is geared for
supervisors and managers who seek to assist employees in their development. And one of the best ways for
supervisors to understand how the process works is to experience it for themselves. This program asks
supervisors to complete all of the activities and assessments firsthand, giving them the skills and tools they
need to administer the same to their employees.

22.

CHALLENGING NEGATIVE ATTITUDES

WELCOME TO THE “NO NEGATIVES” ZONE: INCREASE YOUR POSITIVE OUTCOMES BY ELIMINATING
PROGRESS KILLERS LIKE NEGATIVITY
Negativity is a detrimental contagion to the work environment that will setback your organization. This
course explores how to challenge individual negativity as well as how to protect yourself from the negativity
of others. Behavioral models to use in coaching yourself and others in how to build optimistic responses to
any given situation are taught. Learn how negative norms become entrenched in an organization,
department or team and how to create a more positive working environment.

23.

CIVILITY IN THE WORKPLACE

TIRED OF WORKPLACE STRESS? LEARN TO DEAL WITH BULLIES AND DEBBIE-DOWNERS IN THE WORKPLACE
It sounds so straight forward, to be nice to others. But is it really? It is not always a given that you will like
the people that you work with, but it is important to understand the value of being civil to one another. In
this course participants will identify different types of disruptive behavior and techniques and approaches to
overcome conflict, bullying and rudeness. They will create and implement organizational communication
strategies to redefine the organizational culture into one of trust and teamwork. This course allows
participants to practice techniques for running productive meetings and one on ones, as well as build
effective incentive programs to enhance employee motivation.

24.

COACHING AND MENTORING

LEAD BY EXAMPLE AND GET THE SKILLS YOU NEED TO HELP YOUR EMPLOYEES FAST TRACK THEIR GOALS
Instructing employees is absolutely necessary for productivity, but being the example will strengthen the
response. The Coaching and Mentoring focuses on how to better coach your employees to higher
performance. Coaching is a process of relationship building and setting goals. How well you coach is related
directly to how well you are able to foster a great working relationship with your employees through
understanding them and strategic goal setting.

25.

COACHING CONVERSATIONS

YOU DON’T HAVE TO BE A DETECTIVE TO GET THE RIGHT ANSWERS FROM EMPLOYEES WHEN THEY LEARN
TO DEVELOP SOLUTIONS
A good coach can be described as an "expert questioner," with the ability to ask the right questions at the
right time and respond to the needs of the individual being coached. Discover how to build your coaching
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expertise with This program designed to address coaching for improving performance in specific areas, as
well as in the larger scope of career development. Learn to establish the context of a situation and lead a
series of coaching conversations that make the individual responsible for proactively defining goals and
becoming accountable to their commitments. Understand how the various aspects of coaching
conversations - such as defining the opportunity or problem, analyzing options, and developing an action
plan - can motivate and support individuals to help them successfully meet their goals.

26.

COACHING FOR DEVELOPMENT

GIVE YOUR STAFF THE GUIDANCE NECESSARY TO MAKE AN INVESTMENT IN THEIR WORK AND FUTURE
An organization’s success relies on the performance of every employee and so it goes without saying that it
is important to foster an atmosphere that allows employees to grow with the company. The key to this is
guidance. Coaching for Development recognizes the need for employees to feel committed to their work
and is designed to help managers, supervisors, and leaders alike to encourage individual performance as a
means for increasing engagement and ultimately productivity rather than to use the traditional “command
and control” method. In this workshop, participants learn the key elements of building a successful coaching
relationship and how to best implement them using a step-by-step coaching process; in addition, how to
help an employee implement a development plan to individually improve their success as well as how to
apply effective strategies for overcoming common coaching challenges.

27.

COMMUNICATION MYSTERY SOLVED

BAD COMMUNCATION CAN BE MURDER, LITERALLY. PLAY THE GAME THAT GETS YOU HEARD
Without proper instruction or understanding, even the greatest of efforts can be unproductive.
Communication Mystery: Solved is an accelerated learning program in which learners will complete a series
of activities through which they will learn communication skills, as well as uncover a murder mystery. The
instructor plays both the trainer, as well as another role. The theme transports participants through
assertive speaking skills, active listening skills and appropriate conflict resolution techniques, all the while
trying to figure out the "who done it" mystery theme. It is an innovative and fun way to learn. (1day)

28.

COMMUNICATION SKILLS FOR EMERGING LEADERS

SPEAKING UP FOR SUCCESS: LEARN TO SPEAK SO THAT EVERYONE LISTENS
Employees who are new to leadership positions often feel inundated with the new demands placed on
them and the number of people they need to communication with. They need to be direct without being
rude, to hold others accountable while creating equitable compromises, and to manage conflicts to achieve
productive outcomes. This program will give them the confidence and skills to accomplish that.

29.

COMMUNICATION SKILLS FOR TECHNICAL PROFESSIONALS

BREAK THE CODE OF MISUNDERSTANDING AND EFFECTIVELY COMMUNICATING WITH OTHERS
In today’s fast-paced world, employees have to be able to get their point across quickly or they won’t be
effective. To succeed in this type of environment, technical professionals need effective communication
skills to accompany their technical prowess. The ability to communicate, cooperate, coordinate, resolve
differences, and persuade others effectively will determine success as much as the ability to perform the
technical aspects of the job. This program will help technical employees build rapport with a wide variety of
individuals, prepare effective business documents, and prevent unnecessary conflict.
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30.

CONFLICT MANAGEMENT

CONFLICT CAN BE A RUNAWAY TRAIN IF NOT MITIGATED EARLY. LEARN TO IDENTIFY THE WARNING SIGNS
OF PROBLEMS AND TAKE CONTROL
Conflict is inevitable, but if left unchecked it can be highly destructive within an organization. This program
offers approaches that will help you identify and enhance the most important aspects of conflict resolution.
Develop communication skills that support conflict prevention and practice tools that will end conflict in
even the most difficult situations. When you feel that conflict has gone beyond your means, this program
offers the benefits of using a third party, as well as procedures for finding an effective mediator.

31.

CONFLICT RESOLUTION

BEFORE THE FLAMES OF CONFLICT BECOME AN INFERNO, USE RESOLUTION SKILLS TO EXTINGUISH THE
SMOKE
Being able to successfully handle a conflict can be a determining factor of success or a deterioration of an
organization. In the Conflict Resolution workshop, participants will learn crucial conflict management skills,
including dealing with anger and using the Agreement Frame. Dealing with conflict is important for every
organization no matter what the size. If it is left unchecked or not resolved it can lead to lost production,
absences, attrition, and even law suits.

32.

CREATIVE PROBLEM SOLVING

TURN CHALLENGES INTO OPPORTUNITIES BY USING CREATIVITY TO SOLVE PROBLEMS
Challenges are more than just obstacles; they are opportunities for learning and growth. Creative Problem
Solving is a course in which participants will learn how to integrate creativity with analytic thinking for
effective problem solving, and to develop critical thinking skills. Creative problem solving is a valuable skill
for today's fast-changing world. The concept of "innovation" and how it relates to the bottom line will also
be emphasized. An innovative mindset not only identifies and evaluates great ideas for the marketplace; it
also focuses on solving customer problems.

33.

CRITICAL THINKING SKILLS

SKIP THE FLUFF AND GET TO THE HEART OF PROBLEMS BY LEARNING TO PINPOINT THE CRITICAL
INFORMATION NEEDED TO MAKE GREAT DECISIONS
What’s the #1 skill executives look for in their employees? Critical thinking. It’s not about criticizing others—
it’s about understanding the problem, evaluating the evidence, and making logical and thoughtful decisions.
It’s a skill that can help your organization find smart solutions to tricky problems, avoid emotional thinking
and mistakes, and work together more efficiently. Critical Thinking Skills is a training solution that provides
individuals with tips, techniques, and thought exercises that help to develop critical thinking skills.

34.

CROSS-FUNCTIONAL TEAMS

TEAM SPIRIT CAN CATAPULT A PROJECT TO GREATNESS. LEARN HOW TO LAY THE FOUNDATION FOR
MOTIVATION AND CLEAR THE LINES FOR EFFECTIVE COMMUNICATION
Working in teams is not new, but working effectively and in a timely fashion can be a challenge for even the
most finely tuned teams. This course will make the exchange of information much easier. You will learn how
to lay the groundwork, the best way to build and shape a team, how to get the work accomplished and ways
to evaluate performance. Why not make the job of cross-functional teams more enjoyable. Take this
program and learn the necessary skills to thrive and succeed in a team environment.
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35.

CULTURAL COMPETENCY

EXPAND YOUR WORLD AND FOSTER GROWTH BY TAKING PROACTIVE STEPS TO LEARN ABOUT OTHER
CULTURES AND THE ROLE THEY PLAY IN A WELL-ROUNDED WORKPLACE
Awareness and acceptance of differences within an organization creates an environment of cohesion and
collaboration; essential components of being productive. In this course participants will identify the
components of cultural competencies in the workplace. They will work together to create a cultural
competency profile including personal goals to empower individuals to practice acceptance within their
environment. Participants will leave this course with more understanding of others cultures and traditions,
while also learning positive techniques to generate awareness within their organization.

36.

CUSTOMER SERVICE

YOU’RE ONLY AS GOOD AS YOUR LAST HAPPY CUSTOMER. LEARN THE TECHNIQUES TO HELP YOU GROW
TOWARD 100% CUSTOMER SATISFACTION
The relationship with your customers determines your success; they are the life blood to your business. The
Customer Service workshop will look at all types of customers and how we can serve them better and
improve ourselves in the process. Your participants will be provided a strong skillset including in-person and
over the phone techniques, dealing with difficult customers, and generating return business.

37.

CUSTOMER SERVICE OVER THE PHONE

GREAT CUSTOMER SERVICE ISN’T HALF THE BATTLE, IT “IS” THE BATTLEWIN OVER YOUR TOUGHEST
CUSTOMERS THROUGH POSITIVE INTERACTION AND COMMITMENT TO EXCELLENCE
In today’s competitive environment, customer satisfaction is often the key that sets a successful company
apart from others. This program ensures that your customer interactions will result in satisfied, happy
customers by providing skills to manage all types of customer calls and situations.

38.

DEALING WITH DIFFICULT CONVERSATIONS

CAN WE TALK? TURN HARD CONVERSATIONS INTO OPPORTUNITIES FOR GROWTH
Why risk turning a difficult conversation into an ugly confrontation when you can facilitate it into a
beneficial opportunity? Dealing with Difficult Conversations can help you better prepare for communicating
under tough circumstances to make your message more effective, help you better control the situation, and
achieve a positive outcome.

39.

DEFINING TEAM ROLES AND RESPONSIBILITIES

STAY IN YOUR LANE: ESTABLISH EMPLOYEE ROLES AND RESPONSIBILITIES FOR EXCELERATED GROWTH
When a team is working well together, the result is high productivity and satisfaction. However, when team
roles and responsibilities are not clearly defined, the benefits of teamwork often vanish. This program helps
ensure that every team operates at its highest potential by defining the team vision and mission, creating a
mission critical action plan, establishing clear roles and expectations for individuals and obtaining
unconditional commitment and accountability from every team member.

40.

DELEGATING FOR GROWTH

BE THE COMMAND CENTER: USE TOOLS TO CONFIDENTLY ASSIGN DUTIES AND IDENTIFY OPPORTUNITIES
FOR GROWTH
Delegation is one of the most valuable professional skills you can master, and when done well, it can be
instrumental in the advancement of individuals—and the organization overall. Delegating for Growth is an
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interactive skills training course that will help any manager to better understand the purpose of delegation,
prepare for and apply the steps to delegating effectively, and learn to recover from inevitable mistakes or
disappointments. This program will help to increase company-wide productivity, foster employee
confidence at all levels, and develop a team-driven culture.

41.

DELIVERING CONSTRUCTIVE CRITICISM

“WE NEED TO TALK” IS JUST AS UNCOMFORTABLE FOR THE PERSON WHO HAS TO SAY IT, AS IT IS FOR THE
PERSON HEARING IT. LEARN HOW TO TAKE SOME OF THE STING OUT OF “THE TALK”
Delivering Constructive Criticism is one of the most challenging obstacles for anyone. Through this workshop
your participants will gain valuable knowledge and skills that will assist them with this challenging task.
When an employee commits an action that requires feedback or criticism it needs to be handled in a very
specific way.

42.

DEVELOPING AND DELIVERING DYNAMIC PRESENTATIONS

BECOME A PRESENTATION ROCKSTAR. DISCOVER THE TRICKS TO ENSURE ALL EYES – AND ATTENTION - ARE
ON YOU DURING YOUR NEXT PRESENTATION
How many times have you viewed a presentation where it was clear the presenter was ill prepared? “Clicker
culture” refers to the vast majority of people in our culture — and in the audience to whom you present —
who have been conditioned by media (TV, movies, video, computers, radio). The average “sound bite” is 1520 seconds and getting shorter. If your presentation doesn’t get and keep their attention, they’ll “click and
change channels.” They may be physically present but mentally elsewhere. In this program you will learn
how to make your presentations meaningful, memorable, and motivating; a “must watch” presenter
prepared for prime time.

43.

DEVELOPING POSITIVE RELATIONSHIPS AT WORK

PLAY WELL WITH OTHERS: EVEN WHEN EMPLOYEES HAVE DIFFERENCE, HELP THEM TO FOCUS ON THE
SHARED SUCCESS THAT COMES FROM A UNIFIED TEAM
It’s no secret that the aim of every organization is to hire the best talent. But when it comes to success in
the workplace, Ivy League degrees and decades of professional experience are of no use if individuals fail to
develop and maintain healthy relationships. In other words, when the people in your organization can’t
work together and “play nice,” business is bound to suffer. Developing Positive Relationships is the positive
learning experience your organization needs to ensure that individuals unite around a common mission,
value diversity, rise above personal slights, take responsibility, and cultivate an environment based on trust.

44.

DEVELOPING YOUR DIRECT REPORTS

CREATING SUCCESS FROM THE TOP DOWN. UNCOVER THE HIDDEN SKILLS IN YOUR DIRECT REPORTS IN
ORDER TO SUCCEED
Developing Your Direct Reports is a course in which participants will learn Development Coaching. So what’s
the difference between Performance Management and Development Coaching? Performance management
is focused on eliminating the weaknesses of the past and present. Development coaching, on the other
hand, targets employee strengths as the basis for future performance and the achievement of long-term
goals. And the other major difference? It requires the direct and regular involvement of the manager.
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45.

DIGITAL CITIZENSHIP

VIRTUALLY SPEAKING: BUILD CONNECTIONS AND GOOD COMMUNICATION IN THE AGE OF
CYBERMEETINGS
With an increasing dependence on technology and internet, your identity in the digital world becomes a
more defining quality in your performance. Our Digital Citizenship course will give your participants the
guidance needed in the ever changing digital world. As our lives are lived more and more online we all need
to translate our social skills into the virtual world. Digital Citizenship allows us to connect, collaborate, and
share by using technology appropriately. In person meetings are on the decline which makes it necessary to
engage people digitally. Being a good digital citizen means you have a set of skills to work in the digital
world.

46.

DIRTY LITTLE SECRETS THAT NEGATIVELY IMPACT THE WORKPLACE

BREAKING BAD: HOW TO SURVIVE – AND THRIVE – WITH THE OFFICE DRAMA KINGS AND QUEENS
Do you ever wish training would address what really goes on at work? You know, the people problems that
nobody wants to talk about. The people who create unnecessary obstacles or are obstacles themselves. This
program confronts those people problems head-on and gives you solutions and strategies for staying
positive and productive among “toxic” people and situations.

47.

DISC ASSESSMENT

FULL FRONTAL REFLECTION: IT’S HARD TO UNDERSTAND OTHERS, WHEN YOU DON’T KNOW YOURSELF.
UNCOVER WHO YOU ARE, WHAT MAKES YOU TICK, AND WHAT YOU NEED IN ORDER TO ACHIEVE
This lesson gives students an understanding of the concept of self-assessment and its Importance. This is
facilitated through the use of the DiSC Self-Assessment tool, which is designed to identify a person's
behavioral tendencies and needs by highlighting four distinct dimensions: Dominance, lnfluence,
Steadiness, and Conscientiousness. The lesson begins with the objectives of DiSC and an explanation of the
importance of self-assessment. The rest and bulk of the lesson follows with an informative lecture detailing
the key characteristics of each dimension

48.

DIVERSITY AWARENESS

THE WORKPLACE IS MORE DIVERSE THAN EVER, WHICH MEANS A WEALTH OF EXPERIENCE AND
PERSPECTIVE IS WAITING TO BE DISCOVERED. LEARN TO GROW FROM THE PEOPLE AROUND YOU
Feeling as though you are an outsider can be detrimental to your performance in a work environment that
is becoming increasingly more diverse. Diversity Awareness: Fostering an Environment of Inclusivity,
Sensitivity, and Respect in the Workplace, explores the subtle ways that these limitations occur and how to
combat them by fostering an environment that focuses on building respectful interactions. The program
defines diversity in broad terms, recognizing that people see differences in varying ways from educational
background to personal attributes and experiences, among other areas. Professionals at every level will
learn how to take proactive steps to find and capitalize on unique skills as well as exercise flexible thinking
and seek personal growth.

49.

DYNAMIC DECISION MAKING

YOU’LL NEVER KNOW IF YOUR DECISION IS THE RIGHT ONE UNTIL YOU MAKE IT. BREAKTHROUGH THE FEAR
OF MAKING DECISONS BY LEARNING NEW SKILLS AND TECHNIQUES
Using a case study approach, this course offers a straightforward, easy-to-follow process designed to
improve the way you make business decisions or any decision that can help you reach your goal. Our
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decisions and choices shape our professional and personal lives. Sadly, decision-making is seldom taught as
a skill in its own right. This course will present a clear process and user-friendly techniques for making smart
choices.

50.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

51.

EFFECTIVE QUESTIONING

TO GET THE RIGHT ANSWERS, YOU NEED THE RIGHT QUESTIONS. PINPOINT THE MOST EFFECTIVE WAYS TO
ASK QUESTIONS SO THAT YOU GET PRECISE ANSWERS, WITH LESS EFFORT
Effective communication tools have become a more essential part of every employee’s day-to-day
interactions and are a requirement for success at work. Questioning is a powerful tool that is often
overlooked in communications training. Effective Questioning: A Different Way to Communicate brings a
unique insight into the effects of positive questioning, not only as a method of gathering information or
interrogating, but as a communication skill that can assist in coaching, problem solving, stimulating ideas,
encouraging discussion, expanding alternatives, and gaining understanding.

52.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

53.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

54.

EMOTIONAL INTELLIGENCE

KILL ‘EM WITH KINDNESS. LEARN TO SPEAK FROM THE HEART NOT YOUR EMOTIONS IN ANY SITUATION
No doubt technical and task-oriented skills are important to bring to any working environment, but research
has proven that real success comes from those who have honed the soft skill of emotional intelligence. No
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organization is without its ups, downs, and of course, turnarounds, which is why emotional intelligence is an
essential aspect for anyone in the working field. In a world of deadlines, organizational changes, limited
resources, and conflicting orders (to name a few stressors), having the ability to control your emotions is
essential to navigating the unavoidably high-stress environment that often shapes the working world. But
it’s not just about taking control of your reactions to emotionally-charged situations. Emotional intelligence
is recognizing your emotional triggers and knowing when and how to use them in a way that enables you to
not only deal with these stressors objectively, but to also develop strong connections with your co-workers.
Emotional Intelligence: A Scientifically Proven Method for Developing the Skills of Success introduces the
four essential aspects to honing this soft skill - intrapersonal skills, interpersonal skills, adaptability, and
resilience - and strategies for developing each; helping you to confront issues, tackle problems, and manage
change and stress with composure and clarity.

55.

EMPLOYEE ENGAGEMENT

GO BEYOND EXPECTATIONS, SHOW THEM WHAT IT MEANS TO BE DRIVEN AND A TEAM PLAYER
The most successful organizations realize that productivity is driven by employees who don't just do their
jobs, but who are committed to organizational goals and who put forth the discretionary effort to go above
and beyond what is required of them—in other words, by employees who are highly engaged. Clearly,
employee engagement is much more than the result of finding interest in one's work; rather, it is about the
organization's ability to establish a foundation of trust, respect, and appreciation. Companies that come up
short in these or other areas, such as establishing clear, consistent priorities, run the risk of losing some of
their best workers. So how do you effect an environment that circumvents potential shortcomings and
encourages employee retention?

56.

EMPLOYEE INITIATIVE: HOW TO MAKE IT HAPPEN

WORK FOR THE JOB YOU WANT, NOT JUST THE JOB YOU HAVE BY EXCEEDING EXPECTATIONS
Many managers complain that their employees’ work is incomplete and lacks professionalism. On the other
hand, many employees complain that their managers don’t let them do interesting projects. The solution to
both situations is accomplished by empowering employees and requiring accountability in return. In this
program you will learn how to create a shared vision with your employees and identify and overcome
obstacles to empowerment. You will establish meaningful accountability measures and evaluate the most
effective way to “make it happen.”

57.

EMPLOYEE MOTIVATION

ARE MONDAYS A DRAG IN YOUR OFFICE?
The Employee Motivation workshop will give participants several types of tools to become a great
motivator, including goal setting and influencing skills. Participants will also learn about five of the most
popular motivational models, and how to bring them together to create a custom program.

58.

EMPLOYEE ONBOARDING

DON’T MISS THE OPPORTUNITY TO BUILD RELATIONS WITH YOUR EMPLOYEES EARLY AND MAKE THEM
INTO YOUR BEST ADVOCATES
Through Employee Onboarding, you will find it lowers costs related to employee turnover. It will increase
productivity and produce a happier and more skilled workforce. The new hire phase is a critical time for the
employee and company and having a structured set of procedures will make this time run smoother and
produce a greater chance of success.
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59.

EMPLOYEE RECRUITMENT

JUST AS CUSTOMERS ARE THE NUTRIENTS THAT FEED THE COMPANY, EMPLOYEES ARE THE LIFE BLOOD.
HIRE WORKERS THAT WILL KEEP THE BLOOD PUMPING AND THE COMPANY THRIVING.
Hiring a new employee is one of the largest investments you can make in business. That is why hiring the
correct employee is so important. Hiring the right employee is more important than ever, as training can be
very expensive. Employee turnover costs companies a lot of money each year. This course will provide the
Employee Recruitment that your hiring department need to help them interview and recruit the right
employee for you.

60.

ETHICS IN THE WORKPLACE

TAKE THE GUESSWORK OUT OF ETHICS AND DEVELOP A TEAM WITH THE CONFIDENCE AND INTEGRITY TO
DO THE RIGHT THING
An ethical workplace establishes a solid foundation for organizational behavior, cultivates better teamwork
and productivity, creates consistent standards for company offerings, ensures the legality and enforcement
of corporate policies, and supports company growth and reputation. This program explores how workplace
ethics should be developed, how to create the standards and policies that support them, how employees
can be trained and managed to follow and support these standards, and how to deal with problems where
ethics are concerned.

61.

EXECUTIVE AND PERSONAL ASSISTANTS

DEVELOP YOUR REPUTATION AS A SKILLED, POLISHED ASSISTANT WHO SUPERCEDES EXPECTATIONS
Our Executive and Personal Assistants workshop will show your participants what it takes to be a successful
assistant. Participants will learn what it takes to effectively manage a schedule, organize a meeting, and
even how to be a successful gatekeeper. Being an Executive or Personal Assistant takes a special skill set and
this workshop will provide your participants with the necessary tools.

62.

FACILITATION SKILLS

LEARN TO MASTER THE ART OF FACILITATION BY ENGAGING AND INFLUENCING YOUR TEAM TO MEET
GOALS AND OBJECTIVES
The Facilitation Skills workshop can help any organization make better decisions. This workshop will give
participants an understanding of what facilitation is all about, as well as some tools that they can use to
facilitate small meetings. A strong understating of how a facilitator can command a room and dictate the
pace of a meeting will have your participants on the road to becoming great facilitators themselves.

63.

FINANCE FOR NON-FINANCIAL PROFESSIONALS

DEVELOP THE SKILLS TO EFFECTIVELY MANAGE YOUR BUDGET
This finance program gives you the tools to develop financial literacy that will enhance your professional
credibility and boost your decision-making skills. You will develop a working knowledge of the standard
practices, language, and fundamentals of finance and accounting that will enable you to control costs,
measure results and plan for growth and recognize and avoid problems that can affect the bottom line.

64.

FINANCIAL INTELLIGENCE

GET DOWN TO THE BASICS AND GAIN THE CONFIDENCE TO MAKE SOUND FINANCIAL DECISIONS
Financial Intelligence is a back-to-basics training program that’s perfect for anyone who needs to learn how
to read, interpret, and analyze the ten most commonly used accounting instruments. Managers,
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particularly, will benefit from understanding the financial consequences of their decisions. And, in doing so,
be more able to contribute to planning and strategy discussions. From budgets and income statements to
EBITDA, break-even analysis, and profitability ratio, this program empowers individuals to control
operations, justify requests, translate performance into financial terms, and quantify their contribution to
the organization.

65.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up
to the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.

66.

FUNDAMENTALS OF EFFECTIVE FACILITATION

LEARN THE BASIC PRINCIPLES OF FACILITATION WITH THIS HANDS-ON COURSE IN FACILITATION
Many people find themselves asked to lead training because they are experts on the training topic. But,
knowing something and teaching others are two very different things. This program will give you the skills
to facilitate a training session effectively. You’ll understand how adults learn and how different styles of
learning appeal to different predispositions, or preferences for learning. You’ll also come away with tips and
strategies for making your presentations engaging and interactive.

67.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

68.

GETTING TO YES: SUCCESSFUL SALES NEGOTIATION

GETTING WHAT YOU WANT AND NEED CAN BE NEGOTIATED IF YOU HAVE THE SKILLS AND TOOLS TO GUIDE
YOU
The difference between selling and negotiating can be the difference between winning or losing the sale.
While selling requires persuasiveness, negotiation is principally about problem solving, and developing
creative solutions to challenges. Learn to identify negotiation styles in yourself and others, and how to use
negotiation during the sales process to get to “yes.” Through skill building exercises and role play, you will
learn how to plan and conduct effective negotiations, to respond to difficult questions and obstacles, and
finally, close the deal.

69.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
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to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

70.

GOAL SETTING AND GETTING R’ DONE

LEARN TO SET ACHIEVABLE GOALS
Our Goal Setting and Getting R’ Done workshop will cover strategies to help your participants overcome
procrastination. These skills will translate into increased satisfaction in their professional and personal lives.
Your participants will learn the Goal Setting characteristics of successful people and in turn will become
happier and more productive individuals.

71.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

72.

HIRING STRATEGIES

IT’S AS EASY AS KSAA: LEARN TO ATTRACT THE BEST EMPLOYEES WITH THE KNOWLEDGE, SKILLS, ABILITIES,
AND ATTITUDE THAT FIT YOUR COMPANY CULTURE
Successful companies are made up of great employees, so why not hire great employees? Hiring and
training employees is an expensive venture. Be sure to hire the right person for the right position. Hiring the
right person is more than just skills and abilities; it is about finding the right combination of skills, attitude,
and fit for your organization's culture.

73.

HOW TO HANDLE CHANGE AND UPHEAVAL

IN LIFE, WE FACE DEATH, TAXES, AND CHANGE. DON’T LET CHANGE BE THE DISRUPTION IN YOUR LIFE
Change is a certainty in today’s environment. The key to surviving and thriving is to take a proactive
approach to change. This program provides the tools to assess typical attitudes toward change, intervene in
the change cycle with positive strategies, and combat change-related stress.

74.

HOW TO MAKE YOURSELF INDISPENSABLE

BECOME IRREPLACEABLE BY BEING THE BEST IN THE BUSINESS
Indispensable employees are always indispensable, no matter where they go or what they do. That’s
because it’s more about attitude than skill set. They know the key to their success is to work smarter, not
harder. They understand where to focus their energy to get the greatest return on their efforts. They take
time out to plan and they offer a solution for every problem. They get the difference between being
proactive and being reactive. They also know they’re replaceable—and perhaps most importantly, they
want to be replaceable. It’s how they climb the ladder faster than everyone else. How to Make Yourself
Indispensable will take your workforce from great to indispensable. It’s the training program that can help
everyone in your organization take ownership of their responsibilities, learn how to go above and beyond
the call of duty, be a team player, challenge the status quo, and perform well under pressure.
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75.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately.
From minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives
individuals the tools they need to control physical responses, reframe thinking, handle accidental outbursts,
and learn long-term strategies for channeling emotions productively.

76.

HUMAN RESOURCE MANAGEMENT

FEELING OVERWHELMED BY THE MASSIVE TASKS OF MANAGING HUMAN RESOURCES?
The Human Resource Management workshop will give managers the basic tools to handle numerous human
resource situations such as interviewing, orientation, safety, harassment, discrimination, violence,
discipline, and termination. This workshop will provide your participants those skills and assist them with
certain Human Resource situations.

77.

IDEAS INTO ACTION

LEARN HOW TO PUT YOUR CREATIVE IDEAS INTO ACTION
Innovation is a term that tends to make people uncomfortable. That's because it's surrounded by common
myths and misconceptions, such as "only creative people can be innovative," and "I don't know how to be
innovative." Simply put, the goal of innovation is to introduce something new or to make something better.
But that doesn't mean it has to be complex or difficult. Whether it's improving customer return policies or
developing high-tech products, innovation can happen anywhere in an organization — and by anyone. Part
of the Reproducible Training Library, Ideas Into Action: From Creativity to Innovation dispels the myths and
misconceptions surrounding innovation and guides people and teams through the innovation process, from
generating good ideas and encouraging creativity to developing a plan and implementing new concepts.

78.

IMPROVING WORK PROCESSES

MAXIMIZE THE TIME YOU SPEND ON THE CLOCK
Improving Work Processes suggests a strategy for applying process management to the routine and
recurring work of an organization as a tool for dealing with shrinking resources. Participants will have the
opportunity to identify and begin implementation of critical changes that will transform core processes to
create customer value.

79.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others,
express their feelings directly but appropriately, and have a capacity for developing meaningful
relationships. All of these traits are very important aspects of a collaborative, high achieving workplace. This
program offers you techniques to increase and develop your emotional intelligence. It guides you through
proven methods to apply emotional intelligence in the workplace to enhance employee relationships and
increase productivity.
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80.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.

81.

CONDUCTING INTERNAL INVESTIGATIONS

LEARN THE TOOLS OF THE TRADE TO CONDUCT SEAMLESS, THOROUGH INVESTIGATIONS WITHIN YOUR
ORGANIZATION
Discrimination, harassment, theft, substance abuse, sabotage and misconduct are a few reasons why
employers conduct internal investigations. Depending on the nature of the event, sometimes a simple
investigation is all that is needed. At other times, a formal investigation is required. In any event, how the
investigation is handled can make the difference between a fair outcome and a lawsuit. This program gives
you the knowledge and tools to conduct a good faith investigation with a reasonable conclusion, write
reports that are complete yet concise and maintain rapport and respect with employees.

82.

INTERNET MARKETING

TAP INTO THE GLOBAL MARKETPLACE USING THE TOOLS ALREADY AT YOUR FINGERTIPS
Internet Marketing will provide your participants with a great set of skills to market your business online.
Content is the king of Internet marketing, and your participants will need to know how to utilize your great
content. If you want your business to grow then your participants need to understand Internet Marketing
Fundamentals.

83.

INTERPERSONAL SKILLS

LEARN TO CONNECT INTERNALLY AND EXTERNALLY TO MAXIMIZE YOUR INFLUENCE WITHIN YOUR
ORGANIZATION AND NETWORK
The Interpersonal Skills workshop will help participants work towards being that unforgettable person by
providing communication skills, negotiation techniques, tips on making an impact, and advice on networking
and starting conversations. They will also identify the skills needed in starting a conversation, moving a
conversation along, and progressing to higher levels of conversation.

84.

INTERVIEWING AND HIRING

IDENTIFY AND HIRE THE BEST EMPLOYEES FOR YOUR ORGANIZATION
Hiring quality employees is one of the most critical tasks in any organization. The basis of effective
interviewing is asking the right questions. Let’s face it. If you ask candidates hypothetical questions you will
get hypothetical answers. In this program you will learn the art of interviewing systematically so that you
are getting the information that is most critical for job performance. Identify competencies associated with
the job, conduct interviews, and practice evaluating and recruiting candidates in this highly interactive
curriculum.
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85.

JOB SEARCH SKILLS

IDENTIFY THE TYPES OF JOBS THAT IGNITE YOUR PASSION AND MOTIVATE YOU TO SUCCEED
The Job Search Skills workshop will give you the answers to all these questions, plus a plan to get you to a
new job within a month. After completing this program, you'll be more than ready to start your search for
your perfect job. Identifying the purpose for working and the assessment of skills can help determine the
types of jobs your participants should apply for.

86.

JUGGLING MULTIPLE PRIORITIES

LEARN TO WORK EFFICIENTLY AND EFFECTIVELY BY “CHUNKING” TASKS AND PRIORITIZING ACTIVITIES
Have you ever wondered, “How am I supposed to get all of this done? Reports, meetings, evaluations,
proposals — and everything needs to be done NOW.” In order to decide what work is most important, you
must know the specific outcomes you/your organization desire(s), and take those outcomes and break
them down into daily roles and responsibilities. This program examines many different approaches to time
management and introduces new techniques to enhance your approach in different situations. Practice
tools for prioritizing tasks, setting boundaries, eliminating tainted time, and much more in this action
packed program.

87.

KNOWLEDGE MANAGEMENT

LEARN THE KEYS TO EFFECTIVELY MANAGING CORPORATE KNOWLEDGE WITH ORGANIZATIONAL TOOLS
AND TEMPLATES
The Knowledge Management workshop will give participants the tools that they will need to begin
implementing knowledge management in your organization, no matter what the size of the company or the
budget. Wherever there are humans working together for one goal, there is knowledge to be harvested,
stored, and dispensed as needed.

88.

LABOR RELATIONS: INTEREST BASED BARGAINING

NAVIGATE THE RED TAPE OF NEGOTIATIONS WITH INTEREST BASED BARGAINING TECHNIQUES
Increased focus on labor/management partnership has begun to change the informal, if not official,
definition of "bargaining." Associated terms such as "traditional" and "interest-based" seem to cloud the
issue. Many supervisors, managers, employees and union representatives are skeptical of the interestbased approach. Some of that skepticism may stem from not fully understanding the concept, some from
resistance to the need for new skills and attitudes, while some may stem from negative experiences with
other types of negotiations. The ability to find common ground, to reach agreement, and to put positions
aside has become increasingly important as the Agency strives to become more efficient. This workshop
provides an overview of the tools and techniques necessary to reach high value negotiated decisions in
support of agency/organizational goals.

89.

LABOR MANAGEMENT RELATIONS: INTRODUCTION

BASIC LABOR RELATIONS INTRODUCTORY COURSE
Anyone who has read the Federal Service Labor Management Relations Statute (5 USC, Chapter 71 or Title
VII of the Civil Service Reform Act of 1978) knows that "the statute" is something less than easy to
understand. This workshop is designed to clarify basic information related to your daily interactions in a
labor/management environment.
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90.

LEADERSHIP 101

LEARN THE PRIMARY QUALITIES OF EFFECTIVE LEADERSHIP
Great leaders aren’t just born that way—they must learn how to lead and influence others through
experience, mentoring, and training. By addressing everything from trust to perception to attitude,
Leadership 101 is a training program that gives both newly emerging and experienced leaders and managers
the tools and techniques for developing and refining their skills. The bottom line? This learning resource will
help your organization retain employees and clients, make better decisions, and improve performance.

91.

LEADERSHIP AND INFLUENCE

REFINE YOUR LEADERSHIP QUALITIES TO MAXIMIZE YOUR EFFECTIVENESS WITHIN YOUR ORGANIZATION
Once you learn the techniques of true Leadership and Influence, you will be able to build the confidence it
takes to take the lead. The more experience you have acting as a genuine leader, the easier it will be for
you. It is never easy to take the lead, as you will need to make decisions and face challenges, but it can
become natural and rewarding.

92.

LEADING THROUGH CHANGE

LEARN TO EFFECTIVELY MANAGE ORGANIZATIONAL CHANGE
Change management is the art and science of guiding an organization and its people through the
predictable transitions from current reality to a preferred future position. Change manifests in various forms
with diverse results and emotions, but there are two things that you can count on: change won’t go away; it
will only increase and you and the people around you need to learn to embrace change. In this program, you
will be taught to identify different reactions to change so that you will be better prepared to help
employees through it. You will design a plan to help others through change and apply that plan by aligning
systems and structures within your organization to better meet the needs of employees experiencing
change.

93.

LEADING TODAY’S WORKFORCE: A STEP-BY-STEP GUIDE TO BUILDING LEADERSHIP
SKILLS

LEARN TO DISTINGUISH LEADERSHIP SKILLS FROM MANAGEMENT SKILLS AND MAXIMIZE YOUR INFLUENCE
WITHIN YOUR NETWORK
Being a manager and being an effective “leader” are very different skill sets. This course will help you learn
what the biggest differences are between managers and leaders, how to put the leadership building blocks
into place and how to adapt the language of influence. Some of the areas covered will be: the ideal leader,
support systems, risk-taking, vision, relationship building, and listening effectively. This course is a must for
those managers who really want to make a difference!

94.

LEAN PROCESS AND SIX SIGMA

EXPLORE LEAN SIX SIGMA METHODOLOGIES AND PROCESSES
Our Lean Process and Six Sigma workshop will provide an introduction to this way of thinking that has
changed so many corporations in the world. This workshop will give participants an overview of the Six
Sigma methodology, and some of the tools required to deploy Six Sigma in their own organizations.
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95.

LEARNING TO MANAGE

DISCOVER THE TOOLS AND TECHNIQUES OF EFFECTIVE MANAGEMENT
Learning to Manage walks you through the process of successful management by introducing the tools and
techniques for effectively handling five target areas — people, projects, performance, problems, and even
personal development because successful management starts with being able to manage yourself. Each of
these areas is essential to minimizing the stress associated with the transition from individual work as you
learn to delegate, communicate, and most of all, develop your employees — laying the foundation for
productivity and organizational success.

96.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

97.

MANAGE GENERATION X EMPLOYEES

ADOPT NEW STRATEGIES TO MANAGE GENERATION X EMPLOYEES IN A MALENNIAL ENVIRONMENT
Examine Generation X, who are they, what makes them that way as well as the challenges and benefits they
have brought to the forefront of today’s workplace. Learn proven strategies on how to get along with
others at work that have a different view of and approach to work-life. Techniques on managing and
motivating Generation X-ers are included.

98.

MANAGING CONFLICT

LEARN TO USE CONFLICT AS A CATALYST FOR DISCOVERY OR OPPORTUNITY
Conflict occurs in all aspects of our lives. In many cases, the people involved in the conflict are unable to
manage the situation effectively. Those who can successfully manage conflict in the workplace demonstrate
unique interpersonal and communication skills. This workshop is designed to add to and strengthen those
skills and support participants in becoming more effective.

99.

MANAGER MANAGEMENT

LEARN TO LEAD AND GROW YOUR MANAGERS
Manager Management takes a special type of leader. This workshop will expand your participant's
knowledge and provide a way for them to teach and lead new and experienced managers. As every
manager knows that learning never stops, this workshop will have something for everyone.

100.

MANAGING MANAGERS

IMPROVE YOUR VALUE BY IMPROVING YOUR LEADERSHIP SKILLS AND EFFECTIVELY MANAGING YOUR
BUSINESS
Managing managers takes courage, and in this course we give you a simple, but effective two-pronged
approach focusing on developing your business strategy, while also improving your leadership skills.
Balancing daily tasks with long-term strategic thinking. If you have managers reporting to you, lots of their
stuff ends up being fires for you to put out. Your direct reports may manage a wide variety of functions, and
it's difficult for you to create a sense of unity and cohesiveness for your entire group. If you're typical of
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most mid-level managers (and of most people!), you would just as soon ignore sticky situations such as
dealing with difficult people. In fact, you may even back away.

101.

MANAGING PERFORMANCE

ENHANCE THE PERFORMANCE OF YOUR TEAM WITH THIS WORKSHOP TO PROMOTE GROWTH AND
ACCOUNTABILITY
This workshop provides an overview of the essential skills for managing individual performance on a daily
basis. The skills include conveying the organization's goals and their relationship to the individual's goals,
collaboratively setting expectations, documenting performance, giving feedback, writing and
communicating performance summaries.

102.

MANAGING REMOTE/OFFSITE EMPLOYEES

MAXIMIZE YOUR TEAM’S PERFORMANCE BY COLLABORATIVELY BUILDING YOUR VIRTUAL WORKFORCE
Organizations are buzzing about the potential benefits and competitive advantage an offsite workforce has
to offer. Decreased turnover and absenteeism. Improved retention. Cost reduction. Access to a larger pool
of talent. And there are perks for the individual too, including increased flexibility, independence, and a
better work-life balance. But let's face it. Managing a remote workforce takes more than smartphones, WiFi,
web cams, and expense allowances. It requires the right employees in the right jobs with the right skills and
the right resources. And it also requires managers with the know-how to communicate effectively, maintain
a sense of community, cultivate teamwork and develop relationships built on trust.

103.

MANAGING STRESS

LEARN TO ACHIEVE BALANCE AND MINIMIZE THE IMPACT OF STRESSORS IN YOUR PROFESSIONAL AND
PERSONAL LIFE
Explore strategies for managing stress and minimizing its effects. This program provides a look at the
stress cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and
gain renewed energy and enthusiasm.

104.

MANAGING TECHNICAL PROFESSIONALS

LEARN TO EFFECTIVELY COMMUNICATE AND MANAGE SPECIALIZED TEAMS WITH AN ARSENAL OF TOOLS
AND TECHNIQUES THEY RESPECT
All managers face challenges, but managers of technical professionals face an additional and unique blend
of challenges. Whether it is scientists, engineers, health professionals, or architects the nature of technical
professionals and their work requires a second set of management tactics. Learn tips and tricks on how to
manage, lead, motivate, and communicate effectively with teams focused on solving highly complex issues.

105.

MANAGING TEAMS

BECOME THE BROKER OF YOUR TEAM’S SUCCESS
Leading a team is a big responsibility. The effectiveness of the team depends in large part on the quality of
your management skills. This program gives you the tools to help ensure that your team runs efficiently
while maintaining a high level of motivation and satisfaction among individual team members. Topics
covered include developing and using a project plan, establishing accountability among team members,
conducting meetings efficiently, helping the team make good decisions, handling conflict productively and
rewarding team accomplishments appropriately.
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106.

MANAGING YOUR EMOTIONS

EVER FIND YOURSELF GETTING EMOTIONALLY ATTACHED OR INVOLVED IN YOUR WORK? LEARN TO
IDENTIFY THE WARNING SIGNS AND PROTECT YOURSELF FROM A BREAKDOWN.
In a world full of budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people
to manage their emotions. After all, we’re only human. From minimizing frustration to conquering negative
self-talk, Manage Your Emotions gives individuals the tools they need to control physical responses, reframe
thinking, handle accidental outbursts, and learn long-term strategies for channeling emotions productively.

107.

MANAGING WORKPLACE ANXIETY

SET BOUNDARIES AND CREATE A POSITIVE WORKPLACE ENVIRONMENT TO MINIMIZE ANXIETY AND
MAXIMIZE PRODUCTIVITY
Our Managing Workplace Anxiety workshop will provide your participants the important skills and
resources to recognize and manage workplace anxiety. By identifying these symptoms and coping skills
employees and managers will be better suited in dealing with these common situations. Through this
workshop your participants will be better suited to the challenges that the workplace can bring.

108.

MARKETING BASICS

IT’S ALL ABOUT THE PRESENTATION: LEARN THE TOOLS OF THE TRADE AND PRESENT ENGAGING
COMMUNICATIONS
Marketing Basics will provide the basic knowledge to your participants, and give them the ability to build
and grow your business. Marketing has changed a lot recently and having a new perspective will give your
participants the needed information to assist them in their marketing decisions. No matter what your
product or service is, your business will benefit with a better understanding of marketing.

109.

MEASURING ORGANIZATIONAL PERFORMANCE

THE SCALES DON’T LIE: DEVELOP PERFORMANCE MEASURES THAT SHOW A TRUE PICTURE OF YOUR
ORGANIZATION
Measuring Organizational Performance Workshop is an intensive learner-centered course for work groups
and teams writing performance goals and measures. This course is ideal for intact teams with planning
experience wishing to develop organizational measures. This customizable course teaches common
terminology, drivers for instituting performance measurement, organizational implications of implementing
performance measurements to designing the measure, collecting data, and using information for
continuous improvement. Activities lead to the development of actual performance measures and will give
participants a good start toward the development of their performance goals.

110.

MEASURING RESULTS FROM TRAINING

LEARN TO MEASURE THE EFFECTIVENESS OF TRAINING COURSES WITH OUR PROPRIETARY TOOLS AND
TECHNIQUES
In our Measuring Results from Training course, participants will learn about the different ways to evaluate
training progress and how to use those results to demonstrate the results that training brings. Once the
training has been evaluated, modify and update the curriculum to create a content that is better suited for
the participants as needed.
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111.

MEDIA AND PUBLIC RELATIONS

UNCOVER THE SECRETS TO EFFECTIVELY COMMUNICATING YOUR MESSAGE TO THE WORLD
Media and Public Relations is the most successful method of communicating your value to those around
you. Furthermore, good networking skills enable you to tap into those relationships you already have and
increase the scope of your network. The larger the scope the more people knows you and offers you
opportunities.

112.

MEETING MANAGEMENT

FED UP WITH INEFFECTIVE OR BORING MEETINGS? CHECK OUT THIS COURSE ON CREATING VALUABLE
EXPERIENCES
The Meeting Management workshop will explore how to reduce waste and make meetings more efficient.
This is a hands-on workshop and your participation will help make it a valuable experience. Use this time to
begin the process of developing your skills along with other participants who share the same desire to
improve their meeting management skills.

113.

MIDDLE MANAGER

LEARN THE ROPES OF BEING THE “GO BETWEEN” WITHIN YOUR ORGANIZATION
Traditionally, middle managers make up the largest managerial layer in an organization. The Middle
Manager is responsible to those above them and those below them. They head a variety of departments
and projects. In order for a company to operate smoothly, it is essential that those in middle management
be committed to the goals of the organization and understands how to effectively execute these goals.

114.

MYERS BRIGGS TYPE INDICATOR (MBTI)

EVER WONDER HOW OR WHY YOUR PERSONALITY CLASHES OR MESHES WITH OTHERS IN YOUR
PROFESSIONAL OR SOCIAL NETWORKS? LEARN TO IDENTIFY THE KEY FACTORS THAT IMPACT AND
INFLUENCE BEHAVIORS WITHIN YOUR WORLD
This course introduces the basic concepts of the Myers Briggs Indicator; participants will learn their
Personality type. Participants will understand how various personalities process information, take in data,
perceive themselves and others, make decisions, and relate to the world around them. These characteristics
of each MBTI type may arise as possible conflicts within the work environment and how to mitigate and
resolve are uncovered.

115.

MAINTAINING WORK/LIFE BALANCE

DO YOU FEEL LIKE YOU ARE EXISTING INSTEAD OF LIVING YOUR LIFE? LEARN TO DEVELOP AND MAINTAIN A BALANCE IN YOUR LIFE
Fulfilling the demands of the workplace creates consequences at home. Meeting your personal and family
needs has an impact at work. Creating a balance between the two is not always easy. The “right” balance is
a very personal thing and will change for each person at different times of his or her life. For some people
the issue is being able to find more work rather than having too much work. There is no “one size fits all”
solution. One thing is for certain, balanced professionals make happier employees, and happier employees
make stronger, more productive professionals. This program helps you identify your current state of
work/life balance, assesses what you need to create more balance and assists in developing an action plan
that will generate positive outcomes for both you and your organization.
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116.

MEDIA COMMUNICATIONS

LEARN TO SHED PERSONAL EMOTIONS AND PROVIDE EFFECTIVE, FACTUAL COMMUNICATIONS
This skill-based workshop is designed to enhance the communication skills of professionals who
communicate directly with the public. The course focuses on effectively presenting the facts of a given
situation, and your organization’s position relative to those facts. Emphasis is placed on understanding
strategies, format, style, procedures, and processes necessary to communicate in the public affairs arena.

117.

MEDIATING CONFLICT

MINIMIZE THE RISKS AND IMPACT OF CONFLICTS BY OBJECTIVELY MEDIATING AND FINDING MUTIAL
SOLUTIONS
Conflict occurs in all aspects of our lives. In many cases, parties involved in the conflict are unable to find
shared solutions, and require the support of an outside objective party. The ability to facilitate a mutual
agreement between parties in conflict is called "mediation", which can be an effective option for
peacemaking or problem solving in dealing with interpersonal conflicts in the work environment.

118.

MEETING MANAGEMENT

LEAD MEANINGFUL, VALUABLE MEETINGS WITH CONFIDENCE USINE OUR MANAGEMENT TOOLS AND
TECHNIQUES
Successful completion of this program will increase your knowledge and ability to effectively prepare for
meetings; identify clear and concise objectives, set realistic ground rules; problem solve effectively with
meeting participants; actively make decisions and create an action plan; understand the role of the meeting
leader; practice techniques as a conflict mediator; create an accountability chart; and plan for followthrough. (1day)

119.

MENTAL MODELS

LEARN TO MANAGE PERCEPTIONS AND INFLUENCE YOUR TEAM TO IMPROVE PERFORMANCE
Powerhouse organizations have one thing in common. They know how and when to challenge conventional
wisdom so that they always stay one step ahead. Even more, they know that complacency is a recipe for
disaster. That’s because they’re equipped to anticipate change, sense industry swings, and meet client
demands, maybe even before the client recognizes a need. But this skill isn’t limited to the Fortune 100. Big,
small, or somewhere in between, your organization can gain a competitive advantage with the right
mindset. Each one of us has a perception of reality about how the world works—a mental model. Like an
internal hard drive, they provide understanding, guide thinking, and direct decision making. Built from
everyday experiences, outside influences, and rewards such as money and success, mental models can be
both beneficial and detrimental to success. And just as technology shifts and advances, so does the need for
individuals, teams, and organizations to update, flex, and reconstruct mental models to improve
performance.

120.

MOTIVATING EMPLOYEES TO BE THEIR BEST

ACTIONS SPEAK LOUDER THAN WORDS – LEARN TO LEAD BY EXAMPLE AND IMPROVE PERFORMANCE
THROUGH MOTIVATION
The basic premise of this program is that motivation is not something you do to others; people motivate
themselves. This program is not about traditional extrinsic motivation techniques such as rewards,
incentives, salary, etc. These use a carrot or stick approach that tries to get employees to change their
behavior based on external factors. This program is about helping managers and supervisors create the
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appropriate climate that fosters positive feelings and eliminates obstacles, then employees will be
intrinsically motivated. The three elements of this type of climate are community, influence and openness.
The program focuses on providing the skills and techniques you will need to help groups develop a sense of
community, to acquire influence over their work-related actions, and to enjoy the openness of shared
information and feelings.

121.

MULTI-GENERATIONAL WORKPLACE

LEARN TO IDENTIFY AND ADDRESS MULTI-GENERATIONAL ISSUES WITHIN YOUR ORGANIZATION
Today’s generationally-diverse workforce brings a variety of skills, knowledge, and experience to the
organization. However, finding ways to connect effectively with the various generations within the
workplace can be challenging. Through This program, gain a better understanding of the four generations
that make up the current workforce — Veterans, Baby Boomers, and Generations X and Y — and how their
unique experiences and expectations impact their views and performance in the workplace. Learn
techniques that foster respectful communication with all groups.

122.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher productivity.
With realistic examples and role-playing activities, this program helps participants as they prepare, carryout, and close difficult conversations in the most productive manner—leading them to embrace, rather than
fear confrontation and produce long-lasting benefits for both the employee and organization.

123.

NEGATIVITY : JUST STOP IT!

LEARN TO AVOID OR MINIMIZE NEGATIVE ATTITUDES IN YOUR SPACE
Do the words angry, frustrated, anxious, stressed, resentful, or confused describe you or the people with
whom you work? If so, it’s possible that you are combating negativity. This workshop is designed to help
participants recognize and deal with the insidious nature of negativity and its impact on their success.
Participants will learn a five-step process for attacking and conquering negativity.

124.

NEGOTIATION SKILLS

MASTER THE ART OF THE DEAL – LEARN TO BUILD THE BEST POSITION FOR ANY SITUATION
The Negotiation Skills workshop will give your participants a sense of understanding their opponent and
have the confidence to not settle for less than they feel is fair. Your participants will learn that an
atmosphere of respect is essential, as uneven negations could lead to problems in the future.

125.

OFFICE POLITICS

POLITICS DOESN’T HAVE TO BE A BLOODSPORT. FIND THE BENEFITS OF BEING POLITICALLY SAVVY
Office politics often stirs up negative images and memories of bad experiences. Learn about negative tactics
and the positive side of office politics. Discover how to use office politics to your advantage while being
true-to-yourself.
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126.

OFFICE POLITICS FOR MANAGERS

THERE’S NO GETTING AROUND OFFICE POLITICS, BUT YOU CAN HELP YOUR EMPLOYEES NAVIGATE THE
LANDSCAPE TO THEIR BENEFIT
Office Politics is about creating and maintaining better relationships and communicating and working with
your peers and colleagues in a way that is mutually beneficial. Employees who understand the positive
aspects of Office Politics are better team members and end up being more successful and productive.

127.

ORGANIZATIONAL SKILLS

YOU’VE GOT TO GET YOUR DUCKS IN A ROW, IF YOU WANT TO BE A BIG FISH IN THE POND - ORGANIZATION
IS THE KEY TO SUCCESS
Developing good Organizational Skills is an investment that will provide benefits for years. To be successful
means to be organized. These skills will filter through all aspects of your participants professional and
personal lives. Throughout this workshop your participants will be given the tools necessary in developing
better Organizational Skills.

128.

ORGANIZATIONAL TRUST-BUILDING

LEARN TO BUILD TRUSTWORTHY RELATIONSHIPS WITHIN YOUR ORGANIZATION
When talking about trust in the workplace, there are two levels of trust that are in play: organizational trust
and personal trust. Many times these two levels are intertwined and are hard to tell apart. Leaders within
your workplace often have an incredible amount of influence over the culture of trust in your organization.
This program will teach you the benefits and behaviors that will inspire a trusting culture, recognize and
practice the Five Pillars of Trust, and regain trust that has been lost. Trust is the key to a cohesive and
collaborative organizational culture.

129.

OUTSTANDING RECEPTIONIST

FIRST IMPRESSIONS ARE LASTING IMAGES OF YOUR ORGANIZATION
You are the face of your organization to others. Do you appear poised and professional, or do you more
often feel scattered from all the multitasking you are asked to do? This program gives you the skills and
strategies to create a welcoming environment to clients, visitors, and colleagues, to deliver the highest level
of customer service, to handle angry or impatient people with diplomacy, and to juggle your multiple
priorities effectively.

130.

PERFORMANCE MANAGEMENT

LEARN THE TOOLS AND TECHNICQUEST TO BUILD AND SUSTAIN PERFORMANCE FROM YOUR KEY
EMPLOYEES
This Performance Management program teaches you the basic concepts of a performance management
system and the means needed for building and implementing a performance strategy within your
organization. This understanding empowers you to translate your strategy into actions that can be
measured and monitored throughout your organization.

131.

PERSONAL PRODUCTIVITY

DEVELOP THE CORE MOTIVATIONAL DRIVERS WITHIN YOUR PERSONNEL TO ENHANCE THE SUCCESS OF
YOUR ENTIRE TEAM
Personal Productivity is a goal most of us have. Through this workshop your participants will be on the right
track in achieving that goal. Some people blame everything that goes wrong in their life on something or
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someone else, but through this workshop your participants will take ownership and begin to lead a more
productive life.

132.

PREVENTING WORKPLACE HARASSMENT

DON’T GET BURNED BY HARASSERS – LEARN TO IDENTIFY AND EXTINGUISH ISSUES BEFORE THEY DEVELOP
In this harassment prevention program, you’ll learn the answers to all of your questions about dealing with
harassment in the workplace. You’ll read about real cases, learn some tips and tools for dealing with
situations that may come up, and implement steps to prevent the occurrence of harassment.

133.

PRESENTATION TECHNIQUES

BUILD LONG-LASTING IMPRESSIONS THAT ENGAGE YOUR AUDIENCE THROUGH CAPTIVATING
PRESENTATION TOOLS AND TECHNIQUES
Presentation Techniques is a program that prepares content experts to deliver information and skill-building
activities effectively and confidently. The course provides strategies for handling challenging situations;
ways to encourage learner involvement; along with how to use classroom technology, field questions, and
gauge how well learning is progressing. The class uses videotaping, discussion, and application exercises.

134.

PROJECT MANAGEMENT

BECOME THE ESSENTIAL GLUE TO MANAGING VITAL TEAMS WITHIN YOUR COMPANY
This program is the most practical and comprehensive introduction to the many facets of project
management. From planning to scheduling, budgeting to risk management, it’s all right here. Learn what it
takes to stay on top of deadlines and expenses and ways to rebound quickly from surprises and setbacks.
But most importantly, gain advanced communications skills to get ideas, instructions, and requests across
quickly and accurately.

135.

POSITIVE APPROACHES TO RESOLVING PERFORMANCE PROBLEMS

BOOST PERFORMANCE WITHIN YOUR TEAM BY BUILDING ON THE STRENGTHS AND MITIGATING THE
WEAKNESSES
Countless organizations have some sort of goal-setting plan, and many managers do some sort of coaching.
However, when the situation gets sticky with employees not performing up to established goals, many
managers become uncertain how to handle the situation effectively. In this program you will learn how to
define and identify problem employees or non-performers and then create a plan that will encourage
employee buy-in and carry out a disciplinary session that will work for both you and your employees.

136.

PROBLEM SOLVING

LEARN THE “TRICKS OF THE TRADE” IN PROBLEM-SOLVING TECHNICQUES AND MAXIMIZE OPPORTUNITIES
TO GROW YOUR COMPANY
This Problem Solving course is designed for employees who are in positions or roles with problem-solving
responsibilities. We all have our own unique styles of responding to a problem situation when confronted.
This course examines a four-step problem solving model including problem definition, situation analysis,
options generation and analysis, and problem solution. It utilizes interactive lecture/discussion, application
exercises, and small group work. It also reviews various methods and tools which support successful
completion of each of the four steps in the model.
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137.

PRODUCTIVE WORK HABITS

FEELING OVERWHELMED WITH TASKS AND ACTIVITIES THROUGHOUT YOUR DAY? LEARN TO HONE
PRODUCTIVE WORK HABITS BY ORGANIZATING, PRIORITIZING, AND MANAGING YOUR WORKLOAD
Productivity isn’t about quantity. It’s about doing the right task, at the right time. In other words, it’s
about recognizing what to do when. But sometimes that’s easier said than done. You can help employees
and managers improve their productivity with Productive Work Habits. This program helps individuals begin
to develop the positive habits they need to gain focus, learn how to prioritize tasks efficiently, become
better organized, manage their time efficiently, work more effectively with colleagues — and even create
better work-life balance.

138.

PROJECT MANAGEMENT

STAND OUT AS A KEY DECISIONMAKER BY EFFECTIVELY MANAGING PROJECTS WITH THE LEADING TOOLS
AND TECHNIQUES EMPLOYED IN THE INDUSTRY TODAY
The Project Management workshop will give participants an overview of the entire project management
process, as well as key project management tools that they can use every day. Working with project
planning documents, such as needs assessments, risk management plan, and a communication plan will
provide benefits throughout your organization.

139.

PROPOSAL WRITING

GREAT ART IS CREATED AT THE TIP OF THE BRUSH, GREAT WRITING TAKES PLACE WITH THE FINGERTIPS.
LEARN THE KEY ELEMENTS OF WRITING COMPLIANT, COMPELLING, AND CONVINCING PROPOSAL
The Proposal Writing workshop will take participants through each step of the proposal writing process,
from understanding why they are writing a proposal; to gathering information; to writing and proofreading;
through to creating the final, professional product.

140.

PUBLIC SPEAKING

LEARN TO DELIVER SPEECHES AND PRESENTATIONS THAT ENGAGE AND IMPACT
The Public Speaking workshop will give participants some presentation skills that will make speaking in
public less terrifying and more enjoyable. This workshop includes topics that participants can look forward
to including: creating a compelling program, using various types of visual aids, and engaging the audience.

141.

REAL-WORLD PROJECT MANAGEMENT

FORGET EVERYTHING YOU READ IN BUSINESS 101 AND GET DOWN TO THE BUSINESS OF MANAGING IN THE
REAL WORLD
Project management is getting more complex as organizations are keeping a close eye on schedules and
budgets in order to maintain productivity and profitability. This course covers the steps of project
management from definition and planning to implementation, monitoring, completion, and evaluation. You
will be able to complete a thorough and accurate project plan including task identification, scheduling and
budgeting; monitor the key project issues of schedule, budget, and performance deliverables; and develop
appropriate responses to potential problems. After the project is completed, you will deliver clear and
effective reports that include a formal evaluation of the project.
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142.

RESILIENCE

LEARN THE ART OF ADAPTATION AND RECOVERY WITH THIS HANDS-ON WORKSHOP IN RESILIENCE
Conflict, change, and stress are a regular part of everyday organizational life. The key to employee survival is
resilience, the ability to bounce back after adversity. Being resilient doesn't prevent tough challenges from
happening, but it does provide individuals with the strength and wherewithal to recover and move on time
and time again. Developing resilience is a lot like engineering a building to withstand an earthquake. It
requires a solid foundation and a flexible structure that won't crack or crumble under pressure. In human
terms, it translates into self-esteem, connections with others, mental agility, and effective coping strategies.

143.

RESOLVING CONFLICT AT WORK

YOU CAN’T ALWAYS DAM A RIVER BUT YOU CAN IRRIGATE IT. WHEN CONFLICT IS INEVITABLE, DIVERT IT
TOWARDS A POSITIVE OUTCOME
Conflict is an inevitable part of work. Whether between individuals or teams, at some point, conflict will
arise and need to be addressed. But resolving conflict doesn’t need to be a negative experience – in fact,
managing conflict can be a catalyst for positive change. This program explores various work relationships
and their impact on the employee, how business relationships can be managed to avoid unnecessary
conflict, how to use effective resolution steps when conflict occurs, and how to deal with difficult people
when managing conflict.

144.

RETENTION: ATTRACTING AND KEEPING YOUR BEST

CREATE ORGANIZATIONAL BALANCE THAT ATTRACTS BRIGHT EMPLOYEES WHO ARE EXCITED TO GROW
YOUR COMPANY WITH YOU
Managing people can be one of the hardest jobs in the world. Trying to meet the needs of a group of people
and make them feel comfortable and at ease, all while maintaining a productive environment may seem
impossible, but it’s not! Taking retention seriously can, in the end, be the best management tactic that you
have ever tackled. This program will offer you methods and procedures that will attract and keep the best
employees and also allow you to measure and communicate the benefits and costs of a retention strategy
for your organization.

145.

RISK ASSESSMENT AND MANAGEMENT

LEARN THE ART OF ASSESSING, MITIGATING, AND MANAGING RISKS WITH BOTH COMMON SENSE AND
CREATIVE SOLUTIONS
Through our Risk Assessment and Management course, your participants will be aware of hazards and risk
they didn’t realize were around their workplace. Identifying hazards through proper procedures will provide
your participants the ability to prevent that accident before it occurs. Limiting and removing potential
dangers through Risk Assessment will be an incredible investment.

146.

SAFETY IN THE WORKPLACE

DON’T MISS THE OPPORTUNITY TO ENGAGE YOUR EMPLOYEES IN MAINTAINING A SAFE WORKPLACE
THROUGH REWARDING PROGRAMS AND BEST PRACTICES
Our Safety in the Workplace course will be instrumental in reviewing common hazards, safety techniques
and after completion; your participants will have the tools to help them create a Safety policy for your work
place. By identifying and anticipating hazards, employers can prevent injuries and keep employees safe.
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147.

SANDWICH GENERATION: BALANCING HOME, ELDERCARE, AND WORK

MAXIMIZE THE SKILLS, EDUCATION, AND EXPERIENCE OF THE BABYBOOMERS BY PROVIDING A FLEXIBLE
WORKING ENVIRONMENT TO MEET THEIR COMPETING PRIORITIES
What is “The Sandwich Generation”? This term refers to the 44 percent of the population between the age
of 45 and 55 that is sandwiched between children still living at home and elder care responsibilities. This
group, once called the Baby Boomers, is facing a new demographic trend. For the first time in our history,
Americans, as a population, have more parents than children, and as a result are experiencing the
enormous pressures of having to care for this growing group of dependent relatives. This program helps you
recognize the special needs of this group within the workplace, while also giving applicable tips and tools to
maintain a healthy, balanced lifestyle.

148.

SECRETS TO MANAGEMENT SUCCESS

LEARN THE ART OF TREATING YOUR TEAM AS PROFESSIONALS WHO ARE CAPABLE OF MAKING DECISIONS
AND PERFORMING THE TASKS YOU HIRED THEM TO DO
The big secret to management success is to treat employees as responsible adults. The really big secret: this
is not unlike the process of raising children to be responsible adults — set them up for success by giving
them small tasks/problems they have a good chance of handling well; don’t jump in and rescue them when
trouble arises; instead, let them learn from their mistakes. This program offers skills and tools to help
managers develop responsible employees, decrease struggles and conflict, encourage “accountable
moments” as learning opportunities and provide appropriate workplace counseling when needed. All the
secrets will be revealed!

149.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: FUNDAMENTALS OF THE SALE

IT’S NOT ROCKET SCIENCE: LEARN THE TOOLS, TECHNIQUES, AND CUES THAT GENERATE REVENUE
The Sales Fundamentals workshop will give participants a basic sales process, plus some basic sales tools,
that they can use to seal the deal, no matter what the size of the sale. Your participants will become more
confident, handle objections, and learning how to be a great closer.

150.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: UNDERSTANDING THE SALES CYCLE

CHALLENGE YOURSELF TO EXCEED NEW SALES GOALS THROUGH THIS HANDS-ON WORKSHOP ON ACTIVELY
GENERATING REVENUE
Selling Essentials: Understanding the Sales Cycle is the first title in a series of in-depth learning experiences
aimed at transforming your sales force into true professionals who are prepped and ready for any
challenge. Filled with an assessment, activities, worksheets, action planning, and more, this program
requires individuals to take an active role in their learning. It starts with self-reflection and measurement,
and then shifts the focus to the buyer with an exploration of customer-focused selling and decision-making
patterns before ending with action strategies and planning.

151. SELLING/BUSINESS DEVELOPMENT ESSENTIALS: PROSPECTING AND TERRITORY
MANAGEMENT
MINING FOR SALES GOLD: LEARN TO IDENTIFY AND SCORE SALES
Selling Essentials: Prospecting and Territory Management gives salespeople at all levels the know-how to
tackle prospecting, maintain a healthy pipeline, and grow their business. Title two of an in-depth training
series, this customizable workshop is packed with helpful tools, including worksheet templates, qualifying
checklists, practice exercises, strategies, and more.
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152.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: OPENING THE SALES CALL

TEN SECONDS TO SUCCESS: TURNING FIRST IMPRESSIONS INTO LONG-TERM CUSTOMERS
You never get a second chance to make a first impression. Ten seconds or less. That’s how long the window
of opportunity is open for your salespeople to grab a client’s attention. And that’s why it’s vitally important
to arm them with the tools that enable them to be confident, sincere, engaging, and successful—before
they set foot in their next face-to-face sales call. With the proper knowledge and preparation, your
salespeople can establish themselves as experts, think on their feet, adapt to client expectations, and
capture lifetime clients. Selling Essentials: Opening the Sales Call does just that. The third installment of the
in-depth training series, this workshop is all about learning how to make a great first impression, set a
positive tone, and beat the competition.

153.

SELLING/ BUSINESS DEVELOPMENT ESSENTIALS: OVER THE PHONE

BE THE VOICE OF CONFIDENCE AND SECURITY CUSTOMERS WANT TO HEAR ON THE OTHER LINE
What makes a sales superstar? You might think it is all about the perfect opening line or closing pitch.
However, becoming a sales superstar is much more nuts and bolts than that. This program gives you a
helpful structure for each day that allows you to set goals and get organized to keep you motivated. You’ll
also learn how to gain trust over the phone, find more and better leads and follow up on them more
effectively, use a script that doesn’t sound scripted, and use your voice to enhance each and every call.

154.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: OVERCOMING SALES OBJECTIONS

TURN OBSTACLES INTO OPPORTUNITIES TO WIN OVER CLIENTS
Overcoming Sales Objections is an essential part of the sales process, as it will open up a whole new set of
opportunities. It will produce new sales and provide an ongoing relationship with new clients. Objections
will always occur no matter the item being sold or presented.

155.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: SUCCESS SKILLS AND STRATEGIES

CULTIVATING LONG-TERM CUSTOMERS IS A PROCESS. LEARN THE SKILLS TO TURN YOUR FIRST SALE INTO A
DEVOTED CLIENT
Successful salespeople know that sales don’t just “happen.” They require a combination of technical and
people skills that allow you to understand your customer’s true expectations and position your products and
services to meet them. This results-oriented program reveals how an integration of customer focus
throughout the sales process — the consultative system of selling — can help you close more sales and
create stronger customer relationships. Learn how specific customer needs shape the entire sales process,
and discover how crafting a well-tailored solution and sharpening your communication skills to present
concepts, and identify opportunities, will help you overcome objections to successfully close the sale.

156.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: WHAT TO ASK & HOW TO LISTEN

GETTING TO KNOW THEM: INCREASE YOUR SALES BY UNCOVERING YOUR CUSTOMERS’ NEEDS BEFORE
THEY ASK
They’ve mastered prospecting, scoped out hot leads, and succeeded in getting their foot in the door. So far,
your salespeople are off to a great start. But at this moment, they’re sitting face-to-face with their next
(hopefully) new customer, and after an engaging opening, they stop and think, hmm…now what? It’s time to
shift the focus to the customer. So before your business development/salespeople have the chance to
jeopardize their next big deal, make sure they know how to keep the customer engaged, uncover their
needs, learn their decision-making strategies, and know what not to say. Teach them what to ask—and how
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to listen. Sales Essentials: What to Ask & How to Listen, the fourth module of the in-depth training series,
shows salespeople how to ask the right questions, avoid communication shut downs, maximize business
discussions, and learn valuable active listening skills that will move the customer relationship forward.

157. SELLING/BUSINESS DEVELOPMENT ESSENTIALS: PRESENTING SOLUTIONS,
OVERCOMING OBJECTIONS , AND CLOSING THE SALE
WINNING PRESENTATIONS START WITH STELLAR PREPARATION
It’s true. Preparation is key, especially when it comes to selling. Successful business development and
salespeople know it. From mastering product knowledge to understanding what the client wants and
figuring out how to clinch the sale, they always do their homework. Always. But knowing what to prepare—
and how to prepare—can’t be left to trial and error. That’s because developing the ability to see through
the client’s eyes, pinpoint their needs, think outside of the box, and deliver a convincing presentation takes
time, training, practice, and then more practice. The fifth module of the in-depth Selling Essentials training
series, Presenting Solutions, Overcoming Objections, and Closing the Sale, prepares your sales force to
approach each sales call with the skill, confidence, and know-how to achieve results.

158.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: DEVELOPING CLIENTS FOR LIFE

THE ROAD TO LOYAL CLIENTS CAN BE LONG, BUT IT DOESN’T HAVE TO BE DIFFICULT IF YOU BUILD A CLEAR
PATH TO PARTNERSHIP
Does your business development person or sales reps think their job is done when they’ve closed a deal?
Not so fast. Ask any seasoned business development/sales professional and they will tell you that’s a huge
mistake. Why? The reality is that there’s a long road ahead if they want to gain a client for life, from
implementation and follow-up to building the relationship and developing client loyalty. But the payoff is
worth the effort. That’s because acquiring a new client costs far more in expense and effort than investing
in an existing relationship. The sixth module of the in-depth Selling Essentials training series, Developing
Clients for Life focuses on the skills business development and salespeople need to cultivate relationships
based on mutual trust and loyalty.

159.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: COACHING FOR PERFORMANCE

EVERY GOOD PLAYER NEEDS A GREAT COACH. GUIDE YOUR TEAM TO SUCCESS THROUGH PROVEN
DEVELOPMENT TECHNIQUES
Ask any manager about sales coaching, and you’re likely to see them roll their eyes in response. Why?
Because most managers claim they don’t have the time, the skills, the patience, or the need to do it. But in
reality, creating a coaching culture will fundamentally change the way business is done. It will enable your
organization to develop the potential of its sales team, retain its top performers, and multiply sales. And
guess what? Coaching doesn’t involve hours of classroom time, role playing, or a retreat at a faraway
conference center. In fact, it’s not that at all. Coaching is about building a trust-based relationship that’s
focused on mutual growth, a little know-how about personal style, the ability to be flexible, and knowing
when to seize everyday moments as learning opportunities. The seventh module of the in-depth Business
Development/Sales training series, Coaching for Performance targets the skills sales managers need to be
effective coaches throughout the selling process, from high-level planning in the early stages to tactical
decision making later in the cycle.
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160.

SEXUAL HARASSMENT

STOP HARASSMENT IN ITS TRACKS! LEARN THE SIGNS OF A PROBLEM AND WHAT TO DO IF AN EMPLOYEE IS
IN JEOPARDY
More than half of all workers have experienced sexual harassment on the job. The resulting cost to
companies can be thousands or even millions-of dollars. This program provides practical guidelines to help
organizations understand what sexual harassment is, how to handle it when it occurs, and how to avoid it in
the first place.

161.

SKILLFUL COLLABORATION

“PLAYS WELL WITH OTHERS” GOT YOU THROUGH SCHOOL. NOW LET IT MAKE YOU A “MOST VALUABLE
PLAYER” ON THE WORK TEAM
The benefits of collaboration are significant, both for individuals and organizations. That is, when things run
smoothly. But there’s much more to collaboration than working side-by-side with people. Skillful
Collaboration: Working Successfully with Others to Achieve a Common Goal is a classroom training program
that helps individuals to structure an effective process that enables them to develop harmonious and
productive working relationships, from setting common objectives to troubleshooting obstacles and building
networks.

162.

SOCIAL INTELLIGENCE

YOU DON’T HAVE TO BE A SOCIAL BUTTERFLY TO TAKE YOUR PEOPLE SKILLS TO NEW HEIGHTS. LEARN THE
ART OF INTERACTING
Increasing Social Intelligence will provide benefits throughout their professional and personal lives. It is a
fantastic tool for coaching and development as people will learn “people skills”. Improving social skills
through active listening, understanding body language, and being more empathic will give your participants
the advantage in their interactions. Social interactions are a two way street, know the rules of the road!

163.

SOCIAL LEARNING

GROW YOUR ABILITY TO KEEP THE LEARNING PROCESS GOING IN GROUP SETTINGS
We are continually placed in social learning situations. Whether we are continuing education, learning new
skills at work, or participating in a club, learning often takes place in social settings. By fully understanding
the process of social learning, it is possible to enhance both social and learning skills to reap the full benefits
of any social learning situation.

164.

SOCIAL MEDIA AT WORK

LOOK BEFORE YOU POST: LEARN HOW TO USE SOCIAL MEDIA WISELY
Social Media at Work: Reap the Rewards and Avoid the Risks is the on-trend training program that explores
the do’s and don’ts of using social media in the workplace. Packed with ripped-from-the-headlines
examples, activities and exercise to test knowledge, a sample social media policy, and an action planning
worksheet, it’s the comprehensive solution your organization needs to help instill good judgment in
employees, build a social media presence, safeguard against from potential pitfalls, and implement a sound
policy.
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165.

SOLID BUSINESS WRITING

YOUR WRITING STYLE CAN BE YOUR FIRST AND LAST IMPRESSION. GET A REFRESHER ON IMPRESSIVE
BUSINESS COMMUNICATION
So much of today's business interactions are not in person, but in writing via e-mail, fax, or text pagers. This
makes writing skills more crucial than ever before. Business colleagues and customers will judge
competency and professionalism based on your writing ability. Get back to the basics with this course and
make sure your t's are crossed and your i's are dotted before sending out vital correspondence.

166.

STAFF STUDIES: INTRODUCTION

STAFF STUDIES CAN BE VITAL, IF YOU KNOW WHAT TO LOOK FOR AND HOW TO USE THE INFORMATION
THEY REVEAL
Introduction to Staff Studies enhances the skills needed to effectively execute the increasingly critical and
expanding requirements for staff studies. Participants will examine the major components of a staff study
and identify methods to increase both their efficiency when doing a study and the effectiveness of the
study.

167.

STRATEGIC PLANNING (FUNDAMENTALS)

A GOOD PLAN IS ONLY AS EFFECTIVE AS THE PLANNING. GET THE TOOLS YOU NEED TO ENSURE YOUR BEST
LAID PLANS DON’T GO AWRY
What ensures the long-term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don’t. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

168.

STRESS: HOW TO MANAGE IT

UNDER PRESSURE: HOW TO DEAL WITH THE THINGS YOU CAN CHANGE, COPE WITH THOSE YOU CAN’T AND
KNOWING THE DIFFERENCE
Rapid change, fewer people, increased responsibilities, limited resources, and confusion about what each of
us has control over all seem to be adding to a sense of helplessness, frustration, and lack of choice. This
workshop provides strategies for effectively dealing with stress. Participants will focus on making the
distinction between those things over which they do and do not have control or influence.

169.

SUCCESSFUL COACHING, THE COACH APPROACH

COACHING IS THE BEDROCK OF SUCCESS, IF YOU LAY THE RIGHT FOUNDATION. LEARN THE SKILLS TO HELP
EMPLOYEES ACHIEVE MORE
Most managers are aware that the old school “command and control” method of supervising simply
isn’t as effective as involving employees in their development. From identifying an appropriate coaching
approach and implementing a comprehensive development plan to conducting an effective coaching
session and setting meaningful goals, this program provides coaches with the tools and techniques they
need to improve their employees’ performance.
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170.

SUCCESSION PLANNING

LEAVE A LEGACY OF SUCCESS BY ENSURING THE PROPER PEOPLE AND SYSTEMS ARE IN PLACE TO STRIVE IN
THE FUTURE
Succession planning is necessary to maintain company culture and institutional knowledge, and to plan for
the future with some assurance that key posts will be filled with capable people who can carry out the
organization’s vision. This program shows you how to conduct a gap analysis to identify current and future
needs, how to create a pipeline of potential top leadership, and how to bring selection systems, reward
systems and management development into alignment with the process of leadership renewal.

171.

SUPER MANAGER

BE A SUPER HERO TO YOUR STAFF BY IMPROVING YOUR SKILLS TO SOAR TO SUCCESS
As a manager, overseeing employee performance is an essential obligation. Yet, it’s more than just ensuring
a timely schedule of operations and quality production. Organizations that surpass expectations with
unmatched success ensure employees receive the necessary support, resources, and guidance to get the job
done. In a study on employee retention, a number of respondents pointed the finger back at their manager
citing behaviors such as a lack of recognition and an inability to meet commitments as some of the top
reasons for quitting. It takes a special manager to increase employee engagement and satisfaction in the
workplace—it takes a super manager.

172.

SUPERVISING IN AN AUTOMATED ENVIRONMENT

MAN VS. MACHINE – YOU CAN MANAGE BOTH SUCCESSFULLY WITH THE RIGHT BALANCE OF TIME AND
ATTENTION
Today’s work environment often includes high-tech oversight with traditional supervision skills. This course
provides strategies for balancing computer-based documentation and reporting with the face-to-face
coaching and encouragement your employees need to do their best work. You will learn how to establish a
regular schedule that combines both “open door” hours for your employees and colleagues and “closed
door” hours for concentrating on your computer work. As a result, you will maintain visibility and
relationships while ensuring the highest quality of your technical oversight work.

173.

SUPERVISING OTHERS

INCREASE YOUR COMPETENCE AND CONFIDENCE AS A LEADER WITH PROVEN TECHNIQUES TO HELP YOU
TAKE CHARGE
The Supervising Others workshop will help supervisors become more efficient and proficient, with
information on delegating, managing time, setting goals and expectations (for themselves and others),
providing feedback, resolving conflict, and administering discipline.

174.

SUPERVISOR COMMUNICATION SKILLS

MAKE SURE YOUR MESSAGE GETS THE RECEPTION IT DESERVES BY LEARNING EFFECTIVE DELIVERY AND
FOLLOW UP
Communication is a complex set of behaviors and interactions that involves both giving and receiving a
plethora of information. In this course you will learn the importance of assertive speaking; asking directly for
what you need from others without being aggressive. You will discover techniques for holding others
accountable while also create and practice the art of equitable compromise.

VOY STRATEGIES, LLC

35

175.

SUPPLY CHAIN MANAGEMENT

DON’T JUST GO WITH THE FLOW - CREATE A STREAM OF PROGRESS
With Supply Chain Management your company and employees will be on target to lower costs, improving
efficiency, and increase customer satisfaction. This course will provide your employees with the
understanding of how Supply Chain Management can improve and help almost any type of business.

176.

SYSTEMS THINKING: HOW TO SOLVE PROBLEMS

ADVERSITY IS A SETUP FOR OPPORTUNITY. LEARN HOW TO EFFECT CHANGE OUT OF EVERY CHALLENGE
From production and marketing to customer service and fulfillment, organizations are made up of a series
of interconnected parts. And while each function may appear to operate efficiently on its own, a change in
just one cog can throw the whole system out of whack, creating a continuous chain reaction of problems. If
your organization is plagued by nagging issues that affect its performance, it’s time for a new approach.
Systems thinking is a proactive problem-solving technique that examines the relationships between various
organizational functions and how they impact each other. What makes systems thinking so powerful is that
it enables your organization to predict the consequences of change, eliminate silo thinking, adjust
perspectives to see different viewpoints, and remain focused on the big picture. Get your problem-solving
approach in gear with Systems Thinking: How to Solve Problems so they Stay Solved, the program that helps
your organization find optimal solutions to complex challenges, improve innovation, and increase
productivity.

177.

TAKING CONTROL OF CONFLICT

WARD OF CONFLICT BY ARMING YOURSELF WITH NEW TOOLS, COMMUNICATION TECHNIQUES, AND
CONFIDENCE
Recent studies reveal that employees exhaust almost three hours each week dealing with workplace
conflict. At an annual cost of $359 billion in paid hours, organizations can’t afford these losses. But with the
proper training, people can learn how to handle conflict maturely and collaboratively—and maybe prevent
it altogether. A classroom training program, Taking Control of Conflict introduces the different types of
conflict, shows individuals how to communicate clearly and tactfully, explores appropriate resolution
strategies, and establishes a common-sense approach for preventing unnecessary conflict.

178.

TALENT MANAGEMENT

PLUG THE TALENT “BRAIN DRAIN” BY FINDING, NURTURING, AND RETAINING THE RIGHT PEOPLE
We all know that training and retraining costs money and Talent Management can reduce these costs.
Recruiting the correct people, and keeping a talented workforce is a priority in today's business
environment. Having a talented group of employees has always been a key to success; it will translate into
cost savings and higher productivity. Talent Management is the investment that will pay dividends over the
course of its use.

179.

TALK LIKE A LEADER

USE YOUR LEADERSHIP VOICE: CONVEY IDEAS AND STRATEGIES WITH THE PRECISION AND CONFIDENCE
NEEDED TO GET THINGS DONE
Successful leaders know there is more to communication than talk alone. It requires the ability—and the
confidence—to effectively convey the organization’s vision, express competence, cultivate relationships,
and offer support to others. Talk Like a Leader is a classroom training program that targets the
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communication most essential for effective leadership and empowers leaders to excel at communicating
with their employees.

180.

TEAM BUILDING

BE THE BASE THAT HOLDS YOUR TEAM UP. BUILD SUCCESSFUL EMPLOYEES BY DEVELOPING YOUR OWN
STRENGTHS AND A WINNING PLAN OF ACTION
Before you can build a cohesive team, individual team members must understand their own values and the
ways they connect with others. In this Team Building program, you will learn skills to communicate more
effectively, minimize misunderstandings and conflict, and build your sense of value. The program takes you
further, helping you take your individual strengths to build a group identity. You will create a team mission
statement, ground rules, and a plan to foster trust and morale that will lead your team to success.

181.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues. (Varies 1-5 days)

182.

TEAM EXCELLENCE

OUT OF MANY COMES ONE DYNAMIC TEAM. FIND OUT HOW TO HONE IN ON EACH EMPLOYEE’S
STRENGTHS AND EXPERIENCES TO BUILD MORE COHESIVE AND PRODUCTIVE WORK GROUPS
Organizations know that every one of their employees is valuable and contributes unique talents and
experience to each project or task at hand. So, comparatively, when employees come together as a team,
the end result is typically even greater success—that is, when members understand how to work
collaboratively. Effective collaboration not only helps to increase the quality of results, but also the
productivity. Team Excellence is the training resource that ensures teams achieve these outcomes.
Participants fundamentally learn to CARE by discovering techniques for effective Communication,
maximizing individual Ability, producing Results, and fostering Esprit de corps. Among these techniques,
they learn to create synergy, set goals, cultivate accountability, and coordinate effective team building
activities, effectively allowing them to achieve high performance.

183.

TEAM FOUNDATION

LAY THE FOUNDATION FOR WORKING SMARTER. LEARN HOW TO STRATEGICALLY BUILD THE RIGHT TEAM
FOR EVERY PROJECT
Since the advent of downsizing, organizational flattening and layoffs, teams rather than individuals are
doing more work. This Team Foundation course provides a solid base for making the most of teams by
looking at how to create the appropriate type of team to accomplish a particular task, how to prepare
employees for the different stages of team development they will experience as their teams mature, and
how to change organizational systems and structures in order to create a culture that supports teams.
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184.

TELEWORK AND TELECOMMUTING

WORKING IN YOUR PJ’S SOUNDS LIKE A DREAM, BUT IF YOU DON’T KNOW SOME OF THE PITFALLS OF
TELEWORKING, IT CAN QUICKLY BECOME A NIGHTARE. GET THE INSIDE INFO ON TELEWORK SUCCESS
Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional
challenges created by not being in a centralized office. Communication issues alone make it a challenging
job, and recognizing these challenges will help the participants become great teleworkers. Learn the ropes
with the Telework and Telecommuting workshop.

185.

TIME MANAGEMENT

WASTE NOT, WANT NOT: MAXIMIZE YOUR SKILLS SO YOU’RE GAINING TIME AND NOT WASTING IT
A simple glance at the desks of various workers reveals different organizational and time management
practices that individuals have adapted to their personality. Personality preferences have an impact on how
individuals successfully manage their time. Different approaches to time management are equally effective
and neither approach is better than the other. In this Time Management program, you will learn how to
increase your personal effectiveness by using management techniques that fit your personality. You will
apply time saving techniques, learn ways to overcome procrastination, and find out a variety of methods to
living a balanced life.

186.

TRADE SHOW STAFF TRAINING

SEAL THE DEAL BY BECOMING A TRADE SHOW SUPER STAR! LEARN HOW TO MAKE CONNECTIONS WITH
POTENTIAL CUSTOMERS AND LOCKIN THOSE DEALS
Make sure your staff has the right tools to succeed with our Trade Show Staff Training course. A successful
trade show will benefit your company on many levels. The most basic statistic is that it can cost half as
much to close a sale made to a trade show lead as to one obtained through all other means. Get your staff
trained and get to that trade show!

187.

TRAIN THE TRAINER

NOT ALL GREAT LEADERS ARE BORN. SOME LEARN TO BECOME GREAT THROUGH THE RIGHT TRAINING
AND SKILLS DEVELOPMENT. GET THE TRAINING YOU NEED TO BECOME A WORD CLASS TRAINER
Most people mistakenly believe that being a ‘great’ trainer depends on the personality and talent with
which you were born. Nothing could be farther from the truth. Like any other skill, training is something
that can be learned, practiced and perfected. The objective of this Train the Trainer course is to provide you
with the understanding and foundation necessary to become a world-class trainer. In this course, you will
learn about the different learning styles of adults and how you can best teach each type of learner. You will
also learn what must be done before each training session to put you in the best possible position for
success. You will discover the difference between Preparation and Planning so that you can create a
strategy to achieve your training objectives. You will learn the “Four Basic Components of Instruction”
which will enable you to effectively train virtually any audience on a wide range of subjects. Finally, you
learn what follow-up needs to be done after your training to ensure that your instruction translates into
improved understanding, behavior and results.
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188.

TOUGHEST SUPERVISOR CHALLENGES

CASTAWAY: LEADING A TEAM CAN BE CHALLENGING AND UNPOPULAR. NEW AND EXPERIENCED
MANAGERS ALIKE CAN LEARN TOOLS AND TECHNIQUES TO BUILD AND MAINTAIN A SUCCESSFUL TEAM
When dealing with issues such as employee performance, personality clashes, and conflict, the truth is that
there are no quick fixes. Successful supervisors know it takes time to do what’s best for the long-term
success of the organization, its employees, and even themselves. They also know that they can overcome
just about any challenge by exercising the “three keys”: realism, restraint, and resolve. The Toughest
Supervisor Challenges gives both new and experienced managers the supervisory skills, tools, and
techniques they need to evaluate the situation at hand and choose the appropriate response.

189.

TRUE COLORS

EMBRACE THE RAINBOW: LEARN HOW EACH TEAM MEMBER’S PERSONALITY AND TRAITS – AKA THEIR
COLORS – CAN MELD TOGETHER TO MAKE A KALEIDOSCOPIC OF RESPECT, MOTIVATION AND SUCCESS
This workshop is built around the True Colors® Communication System that, for over 20 years, has assisted
people in finding more success in their endeavors. It reinforces some of the most important skills necessary
to succeed at work. These include personal respect, dignity, a sense of worthiness and capability, positive
communication, the ability to motivate others, successful teamwork, and the prevention and resolution of
conflict.

190.

VIRTUAL TEAM BUILDING AND MANAGEMENT

HOW TO BE A TEAM PLAYER, WHEN THE REST OF YOUR TEAM IS HALF A WORLD AWAY
With a virtual team you have the normal issues of a localized team, with the additional challenges of
distance and cultural differences. Virtual Team Building and Management will give you participants the
knowledge to work with these challenges and succeed in a growing global workforce.

191.

VIOLENCE IN THE WORKPLACE

KNOW THE SIGNS BEFORE “A LITTLE TROUBLE AT WORK” TURNS INTO SOMETHING DANGEROUS. LEARN
HOW TO SPOT POTENTIAL PROBLEMS, CALM A SITUATION AND RECOVER FROM WORKPLACE VIOLENCE
Chances are you or someone you know has directly experienced workplace violence. Workplace violence
litigation has dramatically increased in recent years. In this program you will understand the most common
causes of workplace violence, recognize warning signs, and practice de-escalating a potentially dangerous
situation before it erupts. If you do find yourself in a crisis, the program teaches you how to handle it
effectively and manage the aftermath to restore a sense of normalcy in the workplace. (1day)

192.

WHAT CUSTOMERS REALLY WANT

THE CUSTOMER ISN’T ALWAYS RIGHT, BUT YOUR SUCCESS DEPENDS ON THEM NEVER KNOWING IT
What is extraordinary customer service? We have all experienced it and, most likely remembered it. In this
course, participants will explore the concepts and benefits of superb customer service. Individuals will learn
ways of building positive rapport with various types of customers and then apply those skills in activities and
exercises throughout the course. They will dive deeper into workplace communication by examining the
do’s and don’ts of technology, and how to use these advances to further their customer alliances. Further,
groups will practice learned skills in dealing with difficult situations and making every interaction a positive
experience.
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193.

WHY WE STRUGGLE WITH TOUGH DECISIONS

DECIDE TO DECIDE: HOW TO DEAL WITH AND MAKE TOUCH DECISIONS, AND EMBRACE CHANGES BEFORE
THEY HAPPEN
Did you know people make an average of 70 decisions each and every day? Sure, not all of them are highimpact, but nevertheless, decision making is a skill that’s critical to performance and success. And while
some decisions require little brainpower to execute, others are not so simple. Sometimes decision making is
a frustrating challenge, especially when the available options conflict with personal values or there’s
concern for the potential consequences. Before employees are faced with the next staffing change, budget
cut, career move—or any other high-impact decision—empower them with Why We Struggle with Tough
Decisions: Overcoming Doubts and Dilemmas. It’s the program that guides individuals through the key steps
they need to take before, during, and after the decision-making process. From exploring personal values
and understanding the role of emotions to analyzing data and discovering common decision-making traps,
Why We Struggle with Tough Decisions first helps individuals to understand why they’re struggling with a
decision and then gives them the skills, techniques, and strategies to make the right choices with
confidence and conviction.

194.

WOMAN AND LEADERSHIP

RUNNING WITH THE BULLS – IN HEELS: WOMEN BRING UNIQUE PERSPECTIVES TO THE WORKPLACE. FIND
OUT HOW BREAKING THE GLASS CEILING OPENS UP OPPORTUNITIES FOR ALL
Research studies have shown that companies with sustained high representation of women - that is, three
or more women board directors in at least four of five years - significantly outperformed those with no
women board directors. Statistics like this prove women have the skills to not only take on top leadership
positions, but to also have an impressive impact on their organization’s success. Still, we rarely see women
in higher positions of power because the reality of the glass ceiling is all too real. There exist a multitude of
challenges preventing women from reaching higher level positions; including preconceived notions of a
woman’s working ability as it relates to a societal and organizational context and from an internal context or rather, those self-imposed barriers women place on themselves. Women and Leadership identifies the
specific challenges imposed on women in the workplace and provides an in-depth look at how they can
combat these obstacles to maximize their strengths - helping not only women, but all professionals and
organizations as they work to build the leadership skills of their employees.

195.

WORK- LIFE BALANCE

WHY JUGGLE WHEN YOU CAN BALANCE. BUILD YOUR SKILLS TO MAINTAIN WORK/LIFE PEACE OF MIND
With a Work-Life Balance you will be managing your time better. Better time management will benefit all
aspects of life; you will be working less and producing more. This workshop will show how to focus on the
important things, set accurate and achievable goals, and communicate better with your peers at work and
your family at home.

196.

WORKLOAD BALANCE

UNLEASH YOUR INNER TASK MASTER! MAINTAIN YOUR “ON-TIME” STATUS WITH EVERY WORKLOAD
This Workload Balance session challenges participants to evaluate how they plan and prioritize their work in
order to produce effective and on-time results. This highly interactive, skill practice workshop will provide
participants with an opportunity to self-assess their current skills and practices in the area of time
management and how they manage their workload around it.
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197.

WORKPLACE DIVERSITY

EVERYONE BENEFITS FROM DIVERSITY. FIND OUT HOW ADVANCING THE MELTING POT CAN HELP YOU
GROW IN THE OFFICE AND BEYOND
The Workshop Diversity workshop will help participants understand what diversity is all about, and how they
can help create a more diverse world at work and at home. They will be instructed to use skills such as
active listening to receive messages in a diverse population, employ effective questioning techniques, and
communicate with strength.
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BUSINESS BASICS
Discover an efficient means of developing new skills or enhancing your current knowledge, skills, and
abilities by attending one of our Business Basics workshops. We can develop a specific set of courses for
individuals or groups that meet the overall goals and objectives of departments, divisions, or entire
organizations.

1.

ADMINISTRATIVE SUPPORT

STAND OUT FROM YOUR PEERS BY REFINING YOUR SKILLS AND INCREASING PRODUCTIVITY
In the Administrative Support course, participants will learn the core skills that will help them use their
resources efficiently, manage your time wisely, communicate effectively, and collaborate with others
skillfully. The practices presented in this course may take time to become a part of your daily work routine.
However, making the commitment to consistently apply the concepts every day is the key to changing and
adopting new behaviors in a short amount of time.

2.

ANGER MANAGEMENT

SOMEONE PUSHING YOUR BUTTONS? YOU COULD LOSE A LOT MORE THAN YOUR COOL IF YOU DON’T
IDENTIFY WHAT UPSETS YOU AND THE APPROPRIATE WAY TO COPE WITH ANGER
Anger can be an incredibly damaging force, costing people their jobs, personal relationships, and even their
lives when it gets out of hand. However, since everyone experiences anger, it is important to have
constructive approaches to manage it effectively. The Anger Management workshop will help teach
participants how to identify their anger triggers and what to do when they get angry.

3.

ART OF EFFECTIVE COMMUNICATION

SILENCE CAN BE GOLDEN: WORDS ARE ONLY HALF OF THE CONVERSATION. DECODING NON-VERBAL AND
OTHER COMMUNCATION STYLES CAN BRING NEW LIGHT AND LESS CONFLICT TO A CONVERSATION
It is not unusual to hear people in companies say, "We have a communication problem here." This two day
program will provide methods and information to analyze and improve your own communication and help
you help others. We communicate in many ways: with our words, tone, eyes, and bodies to name a few.
Understand the hidden meanings behind the various communication methods and devise strategies to
communicate more effectively and avoid unnecessary conflict.

4.

ASSERTIVENESS AND SELF-CONFIDENCE

HAVE YOUR INSECURITIES HELD YOU BACK? DO YOU HAVE IDEAS THAT WOULD BENEFIT YOUR TEAM BUT LACK THE CONFIDENCE
TO PRESENT THEM?
The Assertiveness and Self-Confidence workshop will give participants an understanding of what
assertiveness and self-confidence each mean (in general and to them personally) and how to develop those
feelings in their day-to-day lives. These skills will encompass many aspects of your participant's lives and
have a positive effect on all of them.
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5.

ASSERTIVENESS SKILLS

A BETTER YOU MAKES A BETTER WE. GET THE TOOLS NEEDED TO BUILD THE CONFIDENCE AND CONTROL
NEEDED FOR GETTING WHAT YOU NEED AND SHOWCASING THE BEST YOU CAN BE
Assertiveness Skills are crucial to professional development, as well as other aspects of life. Some of these
skills include asking for what you need, handling confrontations gracefully, and putting ideas forward with
confidence. Not only do these skills improve teamwork, focus discussions, and build relationships, but they
also help individuals to become competent, constructive, confident, and perform at their best.
Assertiveness Skills provides the skill development, practice, and understanding individuals need to learn to
how to be truly assertive.

6.

DEALING WITH DIFFICULT CONVERSATIONS

CAN WE TALK? TURN HARD CONVERSATIONS INTO OPPORTUNITIES FOR GROWTH
Why risk turning a difficult conversation into an ugly confrontation when you can facilitate it into a
beneficial opportunity? Dealing with Difficult Conversations can help you better prepare for communicating
under tough circumstances to make your message more effective, help you better control the situation, and
achieve a positive outcome.

7.

DEVELOPING AND DELIVERING DYNAMIC PRESENTATIONS

BECOME A PRESENTATION ROCKSTAR. DISCOVER THE TRICKS TO ENSURE ALL EYES – AND ATTENTION - ARE
ON YOU DURING YOUR NEXT PRESENTATION
How many times have you viewed a presentation where it was clear the presenter was ill prepared? “Clicker
culture” refers to the vast majority of people in our culture — and in the audience to whom you present —
who have been conditioned by media (TV, movies, video, computers, radio). The average “sound bite” is 1520 seconds and getting shorter. If your presentation doesn’t get and keep their attention, they’ll “click and
change channels.” They may be physically present but mentally elsewhere. In this program you will learn
how to make your presentations meaningful, memorable, and motivating; a “must watch” presenter
prepared for prime time.

8.

DEVELOPING POSITIVE RELATIONSHIPS AT WORK

PLAY WELL WITH OTHERS: EVEN WHEN EMPLOYEES HAVE DIFFERENCE, HELP THEM TO FOCUS ON THE
SHARED SUCCESS THAT COMES FROM A UNIFIED TEAM
It’s no secret that the aim of every organization is to hire the best talent. But when it comes to success in
the workplace, Ivy League degrees and decades of professional experience are of no use if individuals fail to
develop and maintain healthy relationships. In other words, when the people in your organization can’t
work together and “play nice,” business is bound to suffer. Developing Positive Relationships is the positive
learning experience your organization needs to ensure that individuals unite around a common mission,
value diversity, rise above personal slights, take responsibility, and cultivate an environment based on trust.

9.

DIGITAL CITIZENSHIP

VIRTUALLY SPEAKING: BUILD CONNECTIONS AND GOOD COMMUNICATION IN THE AGE OF
CYBERMEETINGS
With an increasing dependence on technology and internet, your identity in the digital world becomes a
more defining quality in your performance. Our Digital Citizenship course will give your participants the
guidance needed in the ever changing digital world. As our lives are lived more and more online we all need
to translate our social skills into the virtual world. Digital Citizenship allows us to connect, collaborate, and
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share by using technology appropriately. In person meetings are on the decline which makes it necessary to
engage people digitally. Being a good digital citizen means you have a set of skills to work in the digital
world.

10.

DIRTY LITTLE SECRETS THAT NEGATIVELY IMPACT THE WORKPLACE

BREAKING BAD: HOW TO SURVIVE – AND THRIVE – WITH THE OFFICE DRAMA KINGS AND QUEENS
Do you ever wish training would address what really goes on at work? You know, the people problems that
nobody wants to talk about. The people who create unnecessary obstacles or are obstacles themselves. This
program confronts those people problems head-on and gives you solutions and strategies for staying
positive and productive among “toxic” people and situations.

11.

DISC ASSESSMENT

FULL FRONTAL REFLECTION: IT’S HARD TO UNDERSTAND OTHERS, WHEN YOU DON’T KNOW YOURSELF.
UNCOVER WHO YOU ARE, WHAT MAKES YOU TICK, AND WHAT YOU NEED IN ORDER TO ACHIEVE
This lesson gives students an understanding of the concept of self-assessment and its Importance. This is
facilitated through the use of the DiSC Self-Assessment tool, which is designed to identify a person's
behavioral tendencies and needs by highlighting four distinct dimensions: Dominance, lnfluence, Steadiness,
and Conscientiousness. The lesson begins with the objectives of DiSC and an explanation of the importance
of self-assessment. The rest and bulk of the lesson follows with an informative lecture detailing the key
characteristics of each dimension

12.

DIVERSITY AWARENESS

THE WORKPLACE IS MORE DIVERSE THAN EVER, WHICH MEANS A WEALTH OF EXPERIENCE AND
PERSPECTIVE IS WAITING TO BE DISCOVERED. LEARN TO GROW FROM THE PEOPLE AROUND YOU
Feeling as though you are an outsider can be detrimental to your performance in a work environment that is
becoming increasingly more diverse. Diversity Awareness: Fostering an Environment of Inclusivity,
Sensitivity, and Respect in the Workplace, explores the subtle ways that these limitations occur and how to
combat them by fostering an environment that focuses on building respectful interactions. The program
defines diversity in broad terms, recognizing that people see differences in varying ways from educational
background to personal attributes and experiences, among other areas. Professionals at every level will
learn how to take proactive steps to find and capitalize on unique skills as well as exercise flexible thinking
and seek personal growth.

13.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.
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14.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

15.

EMPLOYEE ENGAGEMENT

GO BEYOND EXPECTATIONS, SHOW THEM WHAT IT MEANS TO BE DRIVEN AND A TEAM PLAYER
The most successful organizations realize that productivity is driven by employees who don't just do their
jobs, but who are committed to organizational goals and who put forth the discretionary effort to go above
and beyond what is required of them—in other words, by employees who are highly engaged. Clearly,
employee engagement is much more than the result of finding interest in one's work; rather, it is about the
organization's ability to establish a foundation of trust, respect, and appreciation. Companies that come up
short in these or other areas, such as establishing clear, consistent priorities, run the risk of losing some of
their best workers. So how do you effect an environment that circumvents potential shortcomings and
encourages employee retention?

16.

EMPLOYEE INITIATIVE: HOW TO MAKE IT HAPPEN

WORK FOR THE JOB YOU WANT, NOT JUST THE JOB YOU HAVE BY EXCEEDING EXPECTATIONS
Many managers complain that their employees’ work is incomplete and lacks professionalism. On the other
hand, many employees complain that their managers don’t let them do interesting projects. The solution to
both situations is accomplished by empowering employees and requiring accountability in return. In this
program you will learn how to create a shared vision with your employees and identify and overcome
obstacles to empowerment. You will establish meaningful accountability measures and evaluate the most
effective way to “make it happen.”

17.

ETHICS IN THE WORKPLACE

TAKE THE GUESSWORK OUT OF ETHICS AND DEVELOP A TEAM WITH THE CONFIDENCE AND INTEGRITY TO
DO THE RIGHT THING
An ethical workplace establishes a solid foundation for organizational behavior, cultivates better teamwork
and productivity, creates consistent standards for company offerings, ensures the legality and enforcement
of corporate policies, and supports company growth and reputation. This program explores how workplace
ethics should be developed, how to create the standards and policies that support them, how employees
can be trained and managed to follow and support these standards, and how to deal with problems where
ethics are concerned.

18.

FINANCE FOR NON-FINANCIAL PROFESSIONALS

DEVELOP THE SKILLS TO EFFECTIVELY MANAGE YOUR BUDGET
This finance program gives you the tools to develop financial literacy that will enhance your professional
credibility and boost your decision-making skills. You will develop a working knowledge of the standard
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practices, language, and fundamentals of finance and accounting that will enable you to control costs,
measure results and plan for growth and recognize and avoid problems that can affect the bottom line.

19.

FINANCIAL INTELLIGENCE

GET DOWN TO THE BASICS AND GAIN THE CONFIDENCE TO MAKE SOUND FINANCIAL DECISIONS
Financial Intelligence is a back-to-basics training program that’s perfect for anyone who needs to learn how
to read, interpret, and analyze the ten most commonly used accounting instruments. Managers,
particularly, will benefit from understanding the financial consequences of their decisions. And, in doing so,
be more able to contribute to planning and strategy discussions. From budgets and income statements to
EBITDA, break-even analysis, and profitability ratio, this program empowers individuals to control
operations, justify requests, translate performance into financial terms, and quantify their contribution to
the organization.

20.

FUNDAMENTALS OF EFFECTIVE FACILITATION

LEARN THE BASIC PRINCIPLES OF FACILITATION WITH THIS HANDS-ON COURSE IN FACILITATION
Many people find themselves asked to lead training because they are experts on the training topic. But,
knowing something and teaching others are two very different things. This program will give you the skills to
facilitate a training session effectively. You’ll understand how adults learn and how different styles of
learning appeal to different predispositions, or preferences for learning. You’ll also come away with tips and
strategies for making your presentations engaging and interactive.

21.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

22.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

23.

HOW TO HANDLE CHANGE AND UPHEAVAL

IN LIFE, WE FACE DEATH, TAXES, AND CHANGE. DON’T LET CHANGE BE THE DISRUPTION IN YOUR LIFE
Change is a certainty in today’s environment. The key to surviving and thriving is to take a proactive
approach to change. This program provides the tools to assess typical attitudes toward change, intervene in
the change cycle with positive strategies, and combat change-related stress.
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24.

HOW TO MAKE YOURSELF INDISPENSABLE

BECOME IRREPLACEABLE BY BEING THE BEST IN THE BUSINESS
Indispensable employees are always indispensable, no matter where they go or what they do. That’s
because it’s more about attitude than skill set. They know the key to their success is to work smarter, not
harder. They understand where to focus their energy to get the greatest return on their efforts. They take
time out to plan and they offer a solution for every problem. They get the difference between being
proactive and being reactive. They also know they’re replaceable—and perhaps most importantly, they
want to be replaceable. It’s how they climb the ladder faster than everyone else. How to Make Yourself
Indispensable will take your workforce from great to indispensable. It’s the training program that can help
everyone in your organization take ownership of their responsibilities, learn how to go above and beyond
the call of duty, be a team player, challenge the status quo, and perform well under pressure.

25.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately.
From minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives
individuals the tools they need to control physical responses, reframe thinking, handle accidental outbursts,
and learn long-term strategies for channeling emotions productively.

26.

IDEAS INTO ACTION

LEARN HOW TO PUT YOUR CREATIVE IDEAS INTO ACTION
Innovation is a term that tends to make people uncomfortable. That's because it's surrounded by common
myths and misconceptions, such as "only creative people can be innovative," and "I don't know how to be
innovative." Simply put, the goal of innovation is to introduce something new or to make something better.
But that doesn't mean it has to be complex or difficult. Whether it's improving customer return policies or
developing high-tech products, innovation can happen anywhere in an organization — and by anyone. Part
of the Reproducible Training Library, Ideas Into Action: From Creativity to Innovation dispels the myths and
misconceptions surrounding innovation and guides people and teams through the innovation process, from
generating good ideas and encouraging creativity to developing a plan and implementing new concepts.

27.

INTERPERSONAL SKILLS

LEARN TO CONNECT INTERNALLY AND EXTERNALLY TO MAXIMIZE YOUR INFLUENCE WITHIN YOUR
ORGANIZATION AND NETWORK
The Interpersonal Skills workshop will help participants work towards being that unforgettable person by
providing communication skills, negotiation techniques, tips on making an impact, and advice on
networking and starting conversations. They will also identify the skills needed in starting a conversation,
moving a conversation along, and progressing to higher levels of conversation.

28.

JOB SEARCH SKILLS

IDENTIFY THE TYPES OF JOBS THAT IGNITE YOUR PASSION AND MOTIVATE YOU TO SUCCEED
The Job Search Skills workshop will give you the answers to all these questions, plus a plan to get you to a
new job within a month. After completing this program, you'll be more than ready to start your search for
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your perfect job. Identifying the purpose for working and the assessment of skills can help determine the
types of jobs your participants should apply for.

29.

JUGGLING MULTIPLE PRIORITIES

LEARN TO WORK EFFICIENTLY AND EFFECTIVELY BY “CHUNKING” TASKS AND PRIORITIZING ACTIVITIES
Have you ever wondered, “How am I supposed to get all of this done? Reports, meetings, evaluations,
proposals — and everything needs to be done NOW.” In order to decide what work is most important, you
must know the specific outcomes you/your organization desire(s), and take those outcomes and break them
down into daily roles and responsibilities. This program examines many different approaches to time
management and introduces new techniques to enhance your approach in different situations. Practice
tools for prioritizing tasks, setting boundaries, eliminating tainted time, and much more in this action
packed program.

30.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

31.

MANAGING CONFLICT

LEARN TO USE CONFLICT AS A CATALYST FOR DISCOVERY OR OPPORTUNITY
Conflict occurs in all aspects of our lives. In many cases, the people involved in the conflict are unable to
manage the situation effectively. Those who can successfully manage conflict in the workplace demonstrate
unique interpersonal and communication skills. This workshop is designed to add to and strengthen those
skills and support participants in becoming more effective.

32.

MANAGING STRESS

LEARN TO ACHIEVE BALANCE AND MINIMIZE THE IMPACT OF STRESSORS IN YOUR PROFESSIONAL AND
PERSONAL LIFE
Explore strategies for managing stress and minimizing its effects. This program provides a look at the
stress cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and
gain renewed energy and enthusiasm.

33.

MANAGING YOUR EMOTIONS

EVER FIND YOURSELF GETTING EMOTIONALLY ATTACHED OR INVOLVED IN YOUR WORK? LEARN TO
IDENTIFY THE WARNING SIGNS AND PROTECT YOURSELF FROM A BREAKDOWN.
In a world full of budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people
to manage their emotions. After all, we’re only human. From minimizing frustration to conquering negative
self-talk, Manage Your Emotions gives individuals the tools they need to control physical responses, reframe
thinking, handle accidental outbursts, and learn long-term strategies for channeling emotions productively.
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34.

MEETING MANAGEMENT

FED UP WITH INEFFECTIVE OR BORING MEETINGS? CHECK OUT THIS COURSE ON CREATING VALUABLE
EXPERIENCES
The Meeting Management workshop will explore how to reduce waste and make meetings more efficient.
This is a hands-on workshop and your participation will help make it a valuable experience. Use this time to
begin the process of developing your skills along with other participants who share the same desire to
improve their meeting management skills.

35.

MAINTAINING WORK/LIFE BALANCE

DO YOU FEEL LIKE YOU ARE EXISTING INSTEAD OF LIVING YOUR LIFE? LEARN TO DEVELOP AND MAINTAIN A BALANCE IN YOUR LIFE
Fulfilling the demands of the workplace creates consequences at home. Meeting your personal and family
needs has an impact at work. Creating a balance between the two is not always easy. The “right” balance is
a very personal thing and will change for each person at different times of his or her life. For some people
the issue is being able to find more work rather than having too much work. There is no “one size fits all”
solution. One thing is for certain, balanced professionals make happier employees, and happier employees
make stronger, more productive professionals. This program helps you identify your current state of
work/life balance, assesses what you need to create more balance and assists in developing an action plan
that will generate positive outcomes for both you and your organization.

36.

MEETING MANAGEMENT

LEAD MEANINGFUL, VALUABLE MEETINGS WITH CONFIDENCE USINE OUR MANAGEMENT TOOLS AND
TECHNIQUES
Successful completion of this program will increase your knowledge and ability to effectively prepare for
meetings; identify clear and concise objectives, set realistic ground rules; problem solve effectively with
meeting participants; actively make decisions and create an action plan; understand the role of the meeting
leader; practice techniques as a conflict mediator; create an accountability chart; and plan for followthrough. (1day)

37.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher
productivity. With realistic examples and role-playing activities, this program helps participants as they
prepare, carry-out, and close difficult conversations in the most productive manner—leading them to
embrace, rather than fear confrontation and produce long-lasting benefits for both the employee and
organization.
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38.

NEGATIVITY : JUST STOP IT!

LEARN TO AVOID OR MINIMIZE NEGATIVE ATTITUDES IN YOUR SPACE
Do the words angry, frustrated, anxious, stressed, resentful, or confused describe you or the people with
whom you work? If so, it’s possible that you are combating negativity. This workshop is designed to help
participants recognize and deal with the insidious nature of negativity and its impact on their success.
Participants will learn a five-step process for attacking and conquering negativity.

39.

OFFICE POLITICS

POLITICS DOESN’T HAVE TO BE A BLOODSPORT. FIND THE BENEFITS OF BEING POLITICALLY SAVVY
Office politics often stirs up negative images and memories of bad experiences. Learn about negative tactics
and the positive side of office politics. Discover how to use office politics to your advantage while being
true-to-yourself.

40.

OFFICE POLITICS FOR MANAGERS

THERE’S NO GETTING AROUND OFFICE POLITICS, BUT YOU CAN HELP YOUR EMPLOYEES NAVIGATE THE
LANDSCAPE TO THEIR BENEFIT
Office Politics is about creating and maintaining better relationships and communicating and working with
your peers and colleagues in a way that is mutually beneficial. Employees who understand the positive
aspects of Office Politics are better team members and end up being more successful and productive.

41.

ORGANIZATIONAL SKILLS

YOU’VE GOT TO GET YOUR DUCKS IN A ROW, IF YOU WANT TO BE A BIG FISH IN THE POND - ORGANIZATION
IS THE KEY TO SUCCESS
Developing good Organizational Skills is an investment that will provide benefits for years. To be successful
means to be organized. These skills will filter through all aspects of your participants professional and
personal lives. Throughout this workshop your participants will be given the tools necessary in developing
better Organizational Skills.

42.

OUTSTANDING RECEPTIONIST

FIRST IMPRESSIONS ARE LASTING IMAGES OF YOUR ORGANIZATION
You are the face of your organization to others. Do you appear poised and professional, or do you more
often feel scattered from all the multitasking you are asked to do? This program gives you the skills and
strategies to create a welcoming environment to clients, visitors, and colleagues, to deliver the highest level
of customer service, to handle angry or impatient people with diplomacy, and to juggle your multiple
priorities effectively.

43.

PERSONAL PRODUCTIVITY

DEVELOP THE CORE MOTIVATIONAL DRIVERS WITHIN YOUR PERSONNEL TO ENHANCE THE SUCCESS OF
YOUR ENTIRE TEAM
Personal Productivity is a goal most of us have. Through this workshop your participants will be on the right
track in achieving that goal. Some people blame everything that goes wrong in their life on something or
someone else, but through this workshop your participants will take ownership and begin to lead a more
productive life.
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44.

PRESENTATION TECHNIQUES

BUILD LONG-LASTING IMPRESSIONS THAT ENGAGE YOUR AUDIENCE THROUGH CAPTIVATING
PRESENTATION TOOLS AND TECHNIQUES
Presentation Techniques is a program that prepares content experts to deliver information and skillbuilding activities effectively and confidently. The course provides strategies for handling challenging
situations; ways to encourage learner involvement; along with how to use classroom technology, field
questions, and gauge how well learning is progressing. The class uses videotaping, discussion, and
application exercises.

45.

PRODUCTIVE WORK HABITS

FEELING OVERWHELMED WITH TASKS AND ACTIVITIES THROUGHOUT YOUR DAY? LEARN TO HONE
PRODUCTIVE WORK HABITS BY ORGANIZATING, PRIORITIZING, AND MANAGING YOUR WORKLOAD
Productivity isn’t about quantity. It’s about doing the right task, at the right time. In other words, it’s
about recognizing what to do when. But sometimes that’s easier said than done. You can help employees
and managers improve their productivity with Productive Work Habits. This program helps individuals begin
to develop the positive habits they need to gain focus, learn how to prioritize tasks efficiently, become
better organized, manage their time efficiently, work more effectively with colleagues — and even create
better work-life balance.

46.

PUBLIC SPEAKING

LEARN TO DELIVER SPEECHES AND PRESENTATIONS THAT ENGAGE AND IMPACT
The Public Speaking workshop will give participants some presentation skills that will make speaking in
public less terrifying and more enjoyable. This workshop includes topics that participants can look forward
to including: creating a compelling program, using various types of visual aids, and engaging the audience.

47.

RESILIENCE

LEARN THE ART OF ADAPTATION AND RECOVERY WITH THIS HANDS-ON WORKSHOP IN RESILIENCE
Conflict, change, and stress are a regular part of everyday organizational life. The key to employee survival
is resilience, the ability to bounce back after adversity. Being resilient doesn't prevent tough challenges from
happening, but it does provide individuals with the strength and wherewithal to recover and move on time
and time again. Developing resilience is a lot like engineering a building to withstand an earthquake. It
requires a solid foundation and a flexible structure that won't crack or crumble under pressure. In human
terms, it translates into self-esteem, connections with others, mental agility, and effective coping strategies.

48.

RESOLVING CONFLICT AT WORK

YOU CAN’T ALWAYS DAM A RIVER BUT YOU CAN IRRIGATE IT. WHEN CONFLICT IS INEVITABLE, DIVERT IT
TOWARDS A POSITIVE OUTCOME
Conflict is an inevitable part of work. Whether between individuals or teams, at some point, conflict will
arise and need to be addressed. But resolving conflict doesn’t need to be a negative experience – in fact,
managing conflict can be a catalyst for positive change. This program explores various work relationships
and their impact on the employee, how business relationships can be managed to avoid unnecessary
conflict, how to use effective resolution steps when conflict occurs, and how to deal with difficult people
when managing conflict.
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49.

SAFETY IN THE WORKPLACE

DON’T MISS THE OPPORTUNITY TO ENGAGE YOUR EMPLOYEES IN MAINTAINING A SAFE WORKPLACE
THROUGH REWARDING PROGRAMS AND BEST PRACTICES
Our Safety in the Workplace course will be instrumental in reviewing common hazards, safety techniques
and after completion; your participants will have the tools to help them create a Safety policy for your work
place. By identifying and anticipating hazards, employers can prevent injuries and keep employees safe.

50.

SEXUAL HARASSMENT

STOP HARASSMENT IN ITS TRACKS! LEARN THE SIGNS OF A PROBLEM AND WHAT TO DO IF AN EMPLOYEE IS
IN JEOPARDY
More than half of all workers have experienced sexual harassment on the job. The resulting cost to
companies can be thousands or even millions-of dollars. This program provides practical guidelines to help
organizations understand what sexual harassment is, how to handle it when it occurs, and how to avoid it in
the first place.

51.

STRESS: HOW TO MANAGE IT

UNDER PRESSURE: HOW TO DEAL WITH THE THINGS YOU CAN CHANGE, COPE WITH THOSE YOU CAN’T AND
KNOWING THE DIFFERENCE
Rapid change, fewer people, increased responsibilities, limited resources, and confusion about what each of
us has control over all seem to be adding to a sense of helplessness, frustration, and lack of choice. This
workshop provides strategies for effectively dealing with stress. Participants will focus on making the
distinction between those things over which they do and do not have control or influence.

52.

TAKING CONTROL OF CONFLICT

WARD OF CONFLICT BY ARMING YOURSELF WITH NEW TOOLS, COMMUNICATION TECHNIQUES, AND
CONFIDENCE
Recent studies reveal that employees exhaust almost three hours each week dealing with workplace
conflict. At an annual cost of $359 billion in paid hours, organizations can’t afford these losses. But with the
proper training, people can learn how to handle conflict maturely and collaboratively—and maybe prevent
it altogether. A classroom training program, Taking Control of Conflict introduces the different types of
conflict, shows individuals how to communicate clearly and tactfully, explores appropriate resolution
strategies, and establishes a common-sense approach for preventing unnecessary conflict.

53.

VIOLENCE IN THE WORKPLACE

KNOW THE SIGNS BEFORE “A LITTLE TROUBLE AT WORK” TURNS INTO SOMETHING DANGEROUS. LEARN
HOW TO SPOT POTENTIAL PROBLEMS, CALM A SITUATION AND RECOVER FROM WORKPLACE VIOLENCE
Chances are you or someone you know has directly experienced workplace violence. Workplace violence
litigation has dramatically increased in recent years. In this program you will understand the most common
causes of workplace violence, recognize warning signs, and practice de-escalating a potentially dangerous
situation before it erupts. If you do find yourself in a crisis, the program teaches you how to handle it
effectively and manage the aftermath to restore a sense of normalcy in the workplace.
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54.

WORK-LIFE BALANCE

WHY JUGGLE WHEN YOU CAN BALANCE. BUILD YOUR SKILLS TO MAINTAIN WORK/LIFE PEACE OF MIND
With a Work-Life Balance you will be managing your time better. Better time management will benefit all
aspects of life; you will be working less and producing more. This workshop will show how to focus on the
important things, set accurate and achievable goals, and communicate better with your peers at work and
your family at home.

55.

WORKLOAD BALANCE

UNLEASH YOUR INNER TASK MASTER! MAINTAIN YOUR “ON-TIME” STATUS WITH EVERY WORKLOAD
This Workload Balance session challenges participants to evaluate how they plan and prioritize their work in
order to produce effective and on-time results. This highly interactive, skill practice workshop will provide
participants with an opportunity to self-assess their current skills and practices in the area of time
management and how they manage their workload around it.
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BUSINESS DEVELOPMENT
The primary lifeline of any organization is the line of services and products that drive the revenue. VOY
STRATEGIES brings a dedicated team of practitioners with real-world experience and expertise in the
Federal commercial sectors of both sales and Business Development (BD).
Plan to attend one or a series of BD workshops the ensure that your team is prepared, accountable, and
equipped to manage your pipeline, support proposal development, or contract management.

1.

DYNAMIC DECISION MAKING

YOU’LL NEVER KNOW IF YOUR DECISION IS THE RIGHT ONE UNTIL YOU MAKE IT. BREAKTHROUGH THE FEAR
OF MAKING DECISONS BY LEARNING NEW SKILLS AND TECHNIQUES
Using a case study approach, this course offers a straightforward, easy-to-follow process designed to
improve the way you make business decisions or any decision that can help you reach your goal. Our
decisions and choices shape our professional and personal lives. Sadly, decision-making is seldom taught as
a skill in its own right. This course will present a clear process and user-friendly techniques for making smart
choices.

2.

EFFECTIVE QUESTIONING

TO GET THE RIGHT ANSWERS, YOU NEED THE RIGHT QUESTIONS. PINPOINT THE MOST EFFECTIVE WAYS TO
ASK QUESTIONS SO THAT YOU GET PRECISE ANSWERS, WITH LESS EFFORT
Effective communication tools have become a more essential part of every employee’s day-to-day
interactions and are a requirement for success at work. Questioning is a powerful tool that is often
overlooked in communications training. Effective Questioning: A Different Way to Communicate brings a
unique insight into the effects of positive questioning, not only as a method of gathering information or
interrogating, but as a communication skill that can assist in coaching, problem solving, stimulating ideas,
encouraging discussion, expanding alternatives, and gaining understanding.

3.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

4.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
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expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

5.

ETHICS IN THE WORKPLACE

TAKE THE GUESSWORK OUT OF ETHICS AND DEVELOP A TEAM WITH THE CONFIDENCE AND INTEGRITY TO
DO THE RIGHT THING
An ethical workplace establishes a solid foundation for organizational behavior, cultivates better teamwork
and productivity, creates consistent standards for company offerings, ensures the legality and enforcement
of corporate policies, and supports company growth and reputation. This program explores how workplace
ethics should be developed, how to create the standards and policies that support them, how employees
can be trained and managed to follow and support these standards, and how to deal with problems where
ethics are concerned.

6.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

7.

GETTING TO YES: SUCCESSFUL SALES NEGOTIATION

GETTING WHAT YOU WANT AND NEED CAN BE NEGOTIATED IF YOU HAVE THE SKILLS AND TOOLS TO GUIDE
YOU
The difference between selling and negotiating can be the difference between winning or losing the sale.
While selling requires persuasiveness, negotiation is principally about problem solving, and developing
creative solutions to challenges. Learn to identify negotiation styles in yourself and others, and how to use
negotiation during the sales process to get to “yes.” Through skill building exercises and role play, you will
learn how to plan and conduct effective negotiations, to respond to difficult questions and obstacles, and
finally, close the deal.

8.

HIRING STRATEGIES

IT’S AS EASY AS KSAA: LEARN TO ATTRACT THE BEST EMPLOYEES WITH THE KNOWLEDGE, SKILLS, ABILITIES,
AND ATTITUDE THAT FIT YOUR COMPANY CULTURE
Successful companies are made up of great employees, so why not hire great employees? Hiring and
training employees is an expensive venture. Be sure to hire the right person for the right position. Hiring the
right person is more than just skills and abilities; it is about finding the right combination of skills, attitude,
and fit for your organization's culture.

9.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately.
From minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives
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individuals the tools they need to control physical responses, reframe thinking, handle accidental outbursts,
and learn long-term strategies for channeling emotions productively.

10.

INTERNET MARKETING

TAP INTO THE GLOBAL MARKETPLACE USING THE TOOLS ALREADY AT YOUR FINGERTIPS
Internet Marketing will provide your participants with a great set of skills to market your business online.
Content is the king of Internet marketing, and your participants will need to know how to utilize your great
content. If you want your business to grow then your participants need to understand Internet Marketing
Fundamentals.

11.

KNOWLEDGE MANAGEMENT

LEARN THE KEYS TO EFFECTIVELY MANAGING CORPORATE KNOWLEDGE WITH ORGANIZATIONAL TOOLS
AND TEMPLATES
The Knowledge Management workshop will give participants the tools that they will need to begin
implementing knowledge management in your organization, no matter what the size of the company or the
budget. Wherever there are humans working together for one goal, there is knowledge to be harvested,
stored, and dispensed as needed.

12.

MANAGING TEAMS

BECOME THE BROKER OF YOUR TEAM’S SUCCESS
Leading a team is a big responsibility. The effectiveness of the team depends in large part on the quality of
your management skills. This program gives you the tools to help ensure that your team runs efficiently
while maintaining a high level of motivation and satisfaction among individual team members. Topics
covered include developing and using a project plan, establishing accountability among team members,
conducting meetings efficiently, helping the team make good decisions, handling conflict productively and
rewarding team accomplishments appropriately.

13.

MENTAL MODELS

LEARN TO MANAGE PERCEPTIONS AND INFLUENCE YOUR TEAM TO IMPROVE PERFORMANCE
Powerhouse organizations have one thing in common. They know how and when to challenge conventional
wisdom so that they always stay one step ahead. Even more, they know that complacency is a recipe for
disaster. That’s because they’re equipped to anticipate change, sense industry swings, and meet client
demands, maybe even before the client recognizes a need. But this skill isn’t limited to the Fortune 100. Big,
small, or somewhere in between, your organization can gain a competitive advantage with the right
mindset. Each one of us has a perception of reality about how the world works—a mental model. Like an
internal hard drive, they provide understanding, guide thinking, and direct decision making. Built from
everyday experiences, outside influences, and rewards such as money and success, mental models can be
both beneficial and detrimental to success. And just as technology shifts and advances, so does the need for
individuals, teams, and organizations to update, flex, and reconstruct mental models to improve
performance.

14.

PRODUCTIVE WORK HABITS

FEELING OVERWHELMED WITH TASKS AND ACTIVITIES THROUGHOUT YOUR DAY? LEARN TO HONE
PRODUCTIVE WORK HABITS BY ORGANIZATING, PRIORITIZING, AND MANAGING YOUR WORKLOAD
Productivity isn’t about quantity. It’s about doing the right task, at the right time. In other words, it’s
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about recognizing what to do when. But sometimes that’s easier said than done. You can help employees
and managers improve their productivity with Productive Work Habits. This program helps individuals begin
to develop the positive habits they need to gain focus, learn how to prioritize tasks efficiently, become
better organized, manage their time efficiently, work more effectively with colleagues — and even create
better work-life balance.

15.

PROPOSAL WRITING

GREAT ART IS CREATED AT THE TIP OF THE BRUSH, GREAT WRITING TAKES PLACE WITH THE FINGERTIPS.
LEARN THE KEY ELEMENTS OF WRITING COMPLIANT, COMPELLING, AND CONVINCING PROPOSAL
The Proposal Writing workshop will take participants through each step of the proposal writing process,
from understanding why they are writing a proposal; to gathering information; to writing and proofreading;
through to creating the final, professional product.

16.

REAL-WORLD PROJECT MANAGEMENT

FORGET EVERYTHING YOU READ IN BUSINESS 101 AND GET DOWN TO THE BUSINESS OF MANAGING IN THE
REAL WORLD
Project management is getting more complex as organizations are keeping a close eye on schedules and
budgets in order to maintain productivity and profitability. This course covers the steps of project
management from definition and planning to implementation, monitoring, completion, and evaluation. You
will be able to complete a thorough and accurate project plan including task identification, scheduling and
budgeting; monitor the key project issues of schedule, budget, and performance deliverables; and develop
appropriate responses to potential problems. After the project is completed, you will deliver clear and
effective reports that include a formal evaluation of the project.

17.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: FUNDAMENTALS OF THE SALE

IT’S NOT ROCKET SCIENCE: LEARN THE TOOLS, TECHNIQUES, AND CUES THAT GENERATE REVENUE
The Sales Fundamentals workshop will give participants a basic sales process, plus some basic sales tools,
that they can use to seal the deal, no matter what the size of the sale. Your participants will become more
confident, handle objections, and learning how to be a great closer.

18.

SELLING/ BUSINESS DEVELOPMENT ESSENTIALS: OVER THE PHONE

BE THE VOICE OF CONFIDENCE AND SECURITY CUSTOMERS WANT TO HEAR ON THE OTHER LINE
What makes a sales superstar? You might think it is all about the perfect opening line or closing pitch.
However, becoming a sales superstar is much more nuts and bolts than that. This program gives you a
helpful structure for each day that allows you to set goals and get organized to keep you motivated. You’ll
also learn how to gain trust over the phone, find more and better leads and follow up on them more
effectively, use a script that doesn’t sound scripted, and use your voice to enhance each and every call.

19.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: SUCCESS SKILLS AND STRATEGIES

CULTIVATING LONG-TERM CUSTOMERS IS A PROCESS. LEARN THE SKILLS TO TURN YOUR FIRST SALE INTO A
DEVOTED CLIENT
Successful salespeople know that sales don’t just “happen.” They require a combination of technical and
people skills that allow you to understand your customer’s true expectations and position your products
and services to meet them. This results-oriented program reveals how an integration of customer focus
throughout the sales process — the consultative system of selling — can help you close more sales and
create stronger customer relationships. Learn how specific customer needs shape the entire sales process,
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and discover how crafting a well-tailored solution and sharpening your communication skills to present
concepts, and identify opportunities, will help you overcome objections to successfully close the sale.

20.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: WHAT TO ASK & HOW TO LISTEN

GETTING TO KNOW THEM: INCREASE YOUR SALES BY UNCOVERING YOUR CUSTOMERS’ NEEDS BEFORE
THEY ASK
They’ve mastered prospecting, scoped out hot leads, and succeeded in getting their foot in the door. So far,
your salespeople are off to a great start. But at this moment, they’re sitting face-to-face with their next
(hopefully) new customer, and after an engaging opening, they stop and think, hmm…now what? It’s time to
shift the focus to the customer. So before your business development/salespeople have the chance to
jeopardize their next big deal, make sure they know how to keep the customer engaged, uncover their
needs, learn their decision-making strategies, and know what not to say. Teach them what to ask—and how
to listen. Sales Essentials: What to Ask & How to Listen, the fourth module of the in-depth training series,
shows salespeople how to ask the right questions, avoid communication shut downs, maximize business
discussions, and learn valuable active listening skills that will move the customer relationship forward.

21.

SOLID BUSINESS WRITING

YOUR WRITING STYLE CAN BE YOUR FIRST AND LAST IMPRESSION. GET A REFRESHER ON IMPRESSIVE
BUSINESS COMMUNICATION
So much of today's business interactions are not in person, but in writing via e-mail, fax, or text pagers. This
makes writing skills more crucial than ever before. Business colleagues and customers will judge
competency and professionalism based on your writing ability. Get back to the basics with this course and
make sure your t's are crossed and your i's are dotted before sending out vital correspondence.

22.

STRATEGIC PLANNING (FUNDAMENTALS)

A GOOD PLAN IS ONLY AS EFFECTIVE AS THE PLANNING. GET THE TOOLS YOU NEED TO ENSURE YOUR BEST
LAID PLANS DON’T GO AWRY
What ensures the long-term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don’t. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

23.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues. (Varies 1-5 days)
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24.

TRADE SHOW STAFF TRAINING

SEAL THE DEAL BY BECOMING A TRADE SHOW SUPER STAR! LEARN HOW TO MAKE CONNECTIONS WITH
POTENTIAL CUSTOMERS AND LOCKIN THOSE DEALS
Make sure your staff has the right tools to succeed with our Trade Show Staff Training course. A successful
trade show will benefit your company on many levels. The most basic statistic is that it can cost half as
much to close a sale made to a trade show lead as to one obtained through all other means. Get your staff
trained and get to that trade show!

25.

WHAT CUSTOMERS REALLY WANT

THE CUSTOMER ISN’T ALWAYS RIGHT, BUT YOUR SUCCESS DEPENDS ON THEM NEVER KNOWING IT
What is extraordinary customer service? We have all experienced it and, most likely remembered it. In this
course, participants will explore the concepts and benefits of superb customer service. Individuals will learn
ways of building positive rapport with various types of customers and then apply those skills in activities
and exercises throughout the course. They will dive deeper into workplace communication by examining
the do’s and don’ts of technology, and how to use these advances to further their customer alliances.
Further, groups will practice learned skills in dealing with difficult situations and making every interaction a
positive experience.
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CHANGE
It is inevitable that we will face varying levels of change in our personal and professional lives that will
require a clear, delineated approach in how we should respond. VOY STRATEGIES is prepared to work
through these changes with you and/or your organization. We offer a distinct array of courses that take the
guesswork and anxiety out of common and unfamiliar situations.

1.

DIGITAL CITIZENSHIP

VIRTUALLY SPEAKING: BUILD CONNECTIONS AND GOOD COMMUNICATION IN THE AGE OF
CYBERMEETINGS
With an increasing dependence on technology and internet, your identity in the digital world becomes a
more defining quality in your performance. Our Digital Citizenship course will give your participants the
guidance needed in the ever changing digital world. As our lives are lived more and more online we all need
to translate our social skills into the virtual world. Digital Citizenship allows us to connect, collaborate, and
share by using technology appropriately. In person meetings are on the decline which makes it necessary to
engage people digitally. Being a good digital citizen means you have a set of skills to work in the digital
world.

2.

ETHICS IN THE WORKPLACE

TAKE THE GUESSWORK OUT OF ETHICS AND DEVELOP A TEAM WITH THE CONFIDENCE AND INTEGRITY TO
DO THE RIGHT THING
An ethical workplace establishes a solid foundation for organizational behavior, cultivates better teamwork
and productivity, creates consistent standards for company offerings, ensures the legality and enforcement
of corporate policies, and supports company growth and reputation. This program explores how workplace
ethics should be developed, how to create the standards and policies that support them, how employees
can be trained and managed to follow and support these standards, and how to deal with problems where
ethics are concerned.

3.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

4.

HOW TO HANDLE CHANGE AND UPHEAVAL

IN LIFE, WE FACE DEATH, TAXES, AND CHANGE. DON’T LET CHANGE BE THE DISRUPTION IN YOUR LIFE
Change is a certainty in today’s environment. The key to surviving and thriving is to take a proactive
approach to change. This program provides the tools to assess typical attitudes toward change, intervene in
the change cycle with positive strategies, and combat change-related stress.
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5.

LEADING THROUGH CHANGE

LEARN TO EFFECTIVELY MANAGE ORGANIZATIONAL CHANGE
Change management is the art and science of guiding an organization and its people through the
predictable transitions from current reality to a preferred future position. Change manifests in various
forms with diverse results and emotions, but there are two things that you can count on: change won’t go
away; it will only increase and you and the people around you need to learn to embrace change. In this
program, you will be taught to identify different reactions to change so that you will be better prepared to
help employees through it. You will design a plan to help others through change and apply that plan by
aligning systems and structures within your organization to better meet the needs of employees
experiencing change.

6.

MANAGING REMOTE/OFFSITE EMPLOYEES

MAXIMIZE YOUR TEAM’S PERFORMANCE BY COLLABORATIVELY BUILDING YOUR VIRTUAL WORKFORCE
Organizations are buzzing about the potential benefits and competitive advantage an offsite workforce has
to offer. Decreased turnover and absenteeism. Improved retention. Cost reduction. Access to a larger pool
of talent. And there are perks for the individual too, including increased flexibility, independence, and a
better work-life balance. But let's face it. Managing a remote workforce takes more than smartphones,
WiFi, web cams, and expense allowances. It requires the right employees in the right jobs with the right
skills and the right resources. And it also requires managers with the know-how to communicate effectively,
maintain a sense of community, cultivate teamwork and develop relationships built on trust.

7.

OFFICE POLITICS

POLITICS DOESN’T HAVE TO BE A BLOODSPORT. FIND THE BENEFITS OF BEING POLITICALLY SAVVY
Office politics often stirs up negative images and memories of bad experiences. Learn about negative tactics
and the positive side of office politics. Discover how to use office politics to your advantage while being
true-to-yourself.

8.

OFFICE POLITICS FOR MANAGERS

THERE’S NO GETTING AROUND OFFICE POLITICS, BUT YOU CAN HELP YOUR EMPLOYEES NAVIGATE THE
LANDSCAPE TO THEIR BENEFIT
Office Politics is about creating and maintaining better relationships and communicating and working with
your peers and colleagues in a way that is mutually beneficial. Employees who understand the positive
aspects of Office Politics are better team members and end up being more successful and productive.

9.

TELEWORK AND TELECOMMUTING

WORKING IN YOUR PJ’S SOUNDS LIKE A DREAM, BUT IF YOU DON’T KNOW SOME OF THE PITFALLS OF
TELEWORKING, IT CAN QUICKLY BECOME A NIGHTARE. GET THE INSIDE INFO ON TELEWORK SUCCESS
Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional
challenges created by not being in a centralized office. Communication issues alone make it a challenging
job, and recognizing these challenges will help the participants become great teleworkers. Learn the ropes
with the Telework and Telecommuting workshop.
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10.

WOMAN AND LEADERSHIP

RUNNING WITH THE BULLS – IN HEELS: WOMEN BRING UNIQUE PERSPECTIVES TO THE WORKPLACE. FIND
OUT HOW BREAKING THE GLASS CEILING OPENS UP OPPORTUNITIES FOR ALL
Research studies have shown that companies with sustained high representation of women - that is, three
or more women board directors in at least four of five years - significantly outperformed those with no
women board directors. Statistics like this prove women have the skills to not only take on top leadership
positions, but to also have an impressive impact on their organization’s success. Still, we rarely see women
in higher positions of power because the reality of the glass ceiling is all too real. There exist a multitude of
challenges preventing women from reaching higher level positions; including preconceived notions of a
woman’s working ability as it relates to a societal and organizational context and from an internal context or rather, those self-imposed barriers women place on themselves. Women and Leadership identifies the
specific challenges imposed on women in the workplace and provides an in-depth look at how they can
combat these obstacles to maximize their strengths - helping not only women, but all professionals and
organizations as they work to build the leadership skills of their employees.
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COACH APPROACH
Some challenges require the wisdom and experience of experts to provide insight and encouragement.
VOY STRATEGIES provides excellent, industry recognized coaches to provide personal, team, and
organizational coaching at the executive, senior, and mid-level tiers. We’ll help you meet your goals by
focusing on the behaviors and attitudes that drive success and achievement.

1.

ART OF SUCCESSFUL COACHING

GET ON THE ROAD TO THE COACHING HALL OF FAME BY DEVELOPING THE SKILLS YOU NEED TO PLAN AND
EXECUTE A WINNING TEAM
Most managers are aware that the old school “command and control” method of supervising simply isn’t as
effective as involving employees in their development. From identifying an appropriate coaching approach
and implementing a comprehensive development plan to conducting an effective coaching session and
setting meaningful goals, this program provides coaches with the tools and techniques they need to
improve their employees’ performance.

2.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

3.

HOW TO MAKE YOURSELF INDISPENSABLE

BECOME IRREPLACEABLE BY BEING THE BEST IN THE BUSINESS
Indispensable employees are always indispensable, no matter where they go or what they do. That’s
because it’s more about attitude than skill set. They know the key to their success is to work smarter, not
harder. They understand where to focus their energy to get the greatest return on their efforts. They take
time out to plan and they offer a solution for every problem. They get the difference between being
proactive and being reactive. They also know they’re replaceable—and perhaps most importantly, they
want to be replaceable. It’s how they climb the ladder faster than everyone else. How to Make Yourself
Indispensable will take your workforce from great to indispensable. It’s the training program that can help
everyone in your organization take ownership of their responsibilities, learn how to go above and beyond
the call of duty, be a team player, challenge the status quo, and perform well under pressure.

4.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately. From
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minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives individuals the
tools they need to control physical responses, reframe thinking, handle accidental outbursts, and learn
long-term strategies for channeling emotions productively.

5.

HUMAN RESOURCE MANAGEMENT

FEELING OVERWHELMED BY THE MASSIVE TASKS OF MANAGING HUMAN RESOURCES?
The Human Resource Management workshop will give managers the basic tools to handle numerous human
resource situations such as interviewing, orientation, safety, harassment, discrimination, violence,
discipline, and termination. This workshop will provide your participants those skills and assist them with
certain Human Resource situations.

6.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others,
express their feelings directly but appropriately, and have a capacity for developing meaningful
relationships. All of these traits are very important aspects of a collaborative, high achieving workplace. This
program offers you techniques to increase and develop your emotional intelligence. It guides you through
proven methods to apply emotional intelligence in the workplace to enhance employee relationships and
increase productivity.

7.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.

8.

LEADING THROUGH CHANGE

LEARN TO EFFECTIVELY MANAGE ORGANIZATIONAL CHANGE
Change management is the art and science of guiding an organization and its people through the
predictable transitions from current reality to a preferred future position. Change manifests in various
forms with diverse results and emotions, but there are two things that you can count on: change won’t go
away; it will only increase and you and the people around you need to learn to embrace change. In this
program, you will be taught to identify different reactions to change so that you will be better prepared to
help employees through it. You will design a plan to help others through change and apply that plan by
aligning systems and structures within your organization to better meet the needs of employees
experiencing change.

9.

LEAN PROCESS AND SIX SIGMA

EXPLORE LEAN SIX SIGMA METHODOLOGIES AND PROCESSES
Our Lean Process and Six Sigma workshop will provide an introduction to this way of thinking that has
changed so many corporations in the world. This workshop will give participants an overview of the Six
Sigma methodology, and some of the tools required to deploy Six Sigma in their own organizations.
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10.

MEDIA COMMUNICATIONS

LEARN TO SHED PERSONAL EMOTIONS AND PROVIDE EFFECTIVE, FACTUAL COMMUNICATIONS
This skill-based workshop is designed to enhance the communication skills of professionals who
communicate directly with the public. The course focuses on effectively presenting the facts of a given
situation, and your organization’s position relative to those facts. Emphasis is placed on understanding
strategies, format, style, procedures, and processes necessary to communicate in the public affairs arena.

11.

PROJECT MANAGEMENT

BECOME THE ESSENTIAL GLUE TO MANAGING VITAL TEAMS WITHIN YOUR COMPANY
This program is the most practical and comprehensive introduction to the many facets of project
management. From planning to scheduling, budgeting to risk management, it’s all right here. Learn what it
takes to stay on top of deadlines and expenses and ways to rebound quickly from surprises and setbacks.
But most importantly, gain advanced communications skills to get ideas, instructions, and requests across
quickly and accurately.

12.

PROJECT MANAGEMENT

STAND OUT AS A KEY DECISIONMAKER BY EFFECTIVELY MANAGING PROJECTS WITH THE LEADING TOOLS
AND TECHNIQUES EMPLOYED IN THE INDUSTRY TODAY
The Project Management workshop will give participants an overview of the entire project management
process, as well as key project management tools that they can use every day. Working with project
planning documents, such as needs assessments, risk management plan, and a communication plan will
provide benefits throughout your organization.

13.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: COACHING FOR PERFORMANCE

EVERY GOOD PLAYER NEEDS A GREAT COACH. GUIDE YOUR TEAM TO SUCCESS THROUGH PROVEN
DEVELOPMENT TECHNIQUES
Ask any manager about sales coaching, and you’re likely to see them roll their eyes in response. Why?
Because most managers claim they don’t have the time, the skills, the patience, or the need to do it. But in
reality, creating a coaching culture will fundamentally change the way business is done. It will enable your
organization to develop the potential of its sales team, retain its top performers, and multiply sales. And
guess what? Coaching doesn’t involve hours of classroom time, role playing, or a retreat at a faraway
conference center. In fact, it’s not that at all. Coaching is about building a trust-based relationship that’s
focused on mutual growth, a little know-how about personal style, the ability to be flexible, and knowing
when to seize everyday moments as learning opportunities. The seventh module of the in-depth Business
Development/Sales training series, Coaching for Performance targets the skills sales managers need to be
effective coaches throughout the selling process, from high-level planning in the early stages to tactical
decision making later in the cycle.

14.

SUCCESSFUL COACHING, THE COACH APPROACH

COACHING IS THE BEDROCK OF SUCCESS, IF YOU LAY THE RIGHT FOUNDATION. LEARN THE SKILLS TO HELP
EMPLOYEES ACHIEVE MORE
Most managers are aware that the old school “command and control” method of supervising simply
isn’t as effective as involving employees in their development. From identifying an appropriate coaching
approach and implementing a comprehensive development plan to conducting an effective coaching
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session and setting meaningful goals, this program provides coaches with the tools and techniques they
need to improve their employees’ performance.

15.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues.
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COMMUNICATION
Communication drives all activities, behaviors, and attitudes that impact the day-to-day lives of everyone
we have contact with each day. Learn the basic elements of verbal and nonverbal communications from an
internal and external perspective within personal and professional environments. Once we understand the
impact of the methods, modes, and means of communicating, we are able to understand the specialized art
of impacting and influencing others.

1.

ART OF EFFECTIVE COMMUNICATION

SILENCE CAN BE GOLDEN: WORDS ARE ONLY HALF OF THE CONVERSATION. DECODING NON-VERBAL AND
OTHER COMMUNCATION STYLES CAN BRING NEW LIGHT AND LESS CONFLICT TO A CONVERSATION
It is not unusual to hear people in companies say, "We have a communication problem here." This two day
program will provide methods and information to analyze and improve your own communication and help
you help others. We communicate in many ways: with our words, tone, eyes, and bodies to name a few.
Understand the hidden meanings behind the various communication methods and devise strategies to
communicate more effectively and avoid unnecessary conflict.

2.

ART OF INFLUENCING OTHERS

HELP ME HELP YOU, AND OTHER PERSUASIVE COMMUNICATION TO GET PEOPLE ON BOARD
Lay the foundation for more effective communication in this highly interactive workshop. Develop creative
ways to establish rapport and build relationships through a deeper awareness of the power of nonverbal
communication. Learn how to avoid common communication barriers. Recognize communication styles
preferences, and tailor your communication to be more effective with each style. Learn methods for deescalating difficult situations and resolving conflict effectively. Through a series of structured experiences,
develop and learn to apply skills that improve your effectiveness when marketing your services in any
communication skill. The purpose of this training is to teach people the skills they need so that others will
want to grant them the power to affect outcomes. Our approach is to teach someone how to develop and
maintain rapport, how to resolve conflicts and handle difficult situations, and how to recognize others’
needs and support them in meeting their needs while meeting their own as well (“win-win”). The training
concludes with emphasizing the qualities that influential people have and give the participants an
opportunity to assess themselves in these areas.

3.

ART AND SCIENCE OF COMMUNICATION

IF YOU WANT TO BE HEARD, YOU HAVE TO SPEAK THE LANUAGE. LEARN HOW TO ADAPT A
COMMUNICATION STYLE THAT SPEAKS TO MOMENT AND ANY AUDIENCE
Good communication skills are essential for employees at all levels. The ability to convey ideas, give or
receive feedback, resolve differences, and persuade others are just as important as technical competence.
This program gives individuals an easy-to-use model of communication, helps them to overcome common
communication problems, and shows them how to tailor their communication style to work in any situation.

4.

DEALING WITH DIFFICULT CONVERSATIONS

CAN WE TALK? TURN HARD CONVERSATIONS INTO OPPORTUNITIES FOR GROWTH
Why risk turning a difficult conversation into an ugly confrontation when you can facilitate it into a
beneficial opportunity? Dealing with Difficult Conversations can help you better prepare for communicating
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under tough circumstances to make your message more effective, help you better control the situation, and
achieve a positive outcome.

5.

DEVELOPING AND DELIVERING DYNAMIC PRESENTATIONS

BECOME A PRESENTATION ROCKSTAR. DISCOVER THE TRICKS TO ENSURE ALL EYES – AND ATTENTION - ARE
ON YOU DURING YOUR NEXT PRESENTATION
How many times have you viewed a presentation where it was clear the presenter was ill prepared? “Clicker
culture” refers to the vast majority of people in our culture — and in the audience to whom you present —
who have been conditioned by media (TV, movies, video, computers, radio). The average “sound bite” is 1520 seconds and getting shorter. If your presentation doesn’t get and keep their attention, they’ll “click and
change channels.” They may be physically present but mentally elsewhere. In this program you will learn
how to make your presentations meaningful, memorable, and motivating; a “must watch” presenter
prepared for prime time.

6.

DIGITAL CITIZENSHIP

VIRTUALLY SPEAKING: BUILD CONNECTIONS AND GOOD COMMUNICATION IN THE AGE OF
CYBERMEETINGS
With an increasing dependence on technology and internet, your identity in the digital world becomes a
more defining quality in your performance. Our Digital Citizenship course will give your participants the
guidance needed in the ever changing digital world. As our lives are lived more and more online we all need
to translate our social skills into the virtual world. Digital Citizenship allows us to connect, collaborate, and
share by using technology appropriately. In person meetings are on the decline which makes it necessary to
engage people digitally. Being a good digital citizen means you have a set of skills to work in the digital
world.

7.

DIRTY LITTLE SECRETS THAT NEGATIVELY IMPACT THE WORKPLACE

BREAKING BAD: HOW TO SURVIVE – AND THRIVE – WITH THE OFFICE DRAMA KINGS AND QUEENS
Do you ever wish training would address what really goes on at work? You know, the people problems that
nobody wants to talk about. The people who create unnecessary obstacles or are obstacles themselves. This
program confronts those people problems head-on and gives you solutions and strategies for staying
positive and productive among “toxic” people and situations.

8.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

9.

EMPLOYEE ENGAGEMENT

GO BEYOND EXPECTATIONS, SHOW THEM WHAT IT MEANS TO BE DRIVEN AND A TEAM PLAYER
The most successful organizations realize that productivity is driven by employees who don't just do their
jobs, but who are committed to organizational goals and who put forth the discretionary effort to go above
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and beyond what is required of them—in other words, by employees who are highly engaged. Clearly,
employee engagement is much more than the result of finding interest in one's work; rather, it is about the
organization's ability to establish a foundation of trust, respect, and appreciation. Companies that come up
short in these or other areas, such as establishing clear, consistent priorities, run the risk of losing some of
their best workers. So how do you effect an environment that circumvents potential shortcomings and
encourages employee retention?

10.

FACILITATION SKILLS

LEARN TO MASTER THE ART OF FACILITATION BY ENGAGING AND INFLUENCING YOUR TEAM TO MEET
GOALS AND OBJECTIVES
The Facilitation Skills workshop can help any organization make better decisions. This workshop will give
participants an understanding of what facilitation is all about, as well as some tools that they can use to
facilitate small meetings. A strong understating of how a facilitator can command a room and dictate the
pace of a meeting will have your participants on the road to becoming great facilitators themselves.

11.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up to
the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.

12.

FUNDAMENTALS OF EFFECTIVE FACILITATION

LEARN THE BASIC PRINCIPLES OF FACILITATION WITH THIS HANDS-ON COURSE IN FACILITATION
Many people find themselves asked to lead training because they are experts on the training topic. But,
knowing something and teaching others are two very different things. This program will give you the skills to
facilitate a training session effectively. You’ll understand how adults learn and how different styles of
learning appeal to different predispositions, or preferences for learning. You’ll also come away with tips and
strategies for making your presentations engaging and interactive.

13.

GETTING TO YES: SUCCESSFUL SALES NEGOTIATION

GETTING WHAT YOU WANT AND NEED CAN BE NEGOTIATED IF YOU HAVE THE SKILLS AND TOOLS TO GUIDE
YOU
The difference between selling and negotiating can be the difference between winning or losing the sale.
While selling requires persuasiveness, negotiation is principally about problem solving, and developing
creative solutions to challenges. Learn to identify negotiation styles in yourself and others, and how to use
negotiation during the sales process to get to “yes.” Through skill building exercises and role play, you will
learn how to plan and conduct effective negotiations, to respond to difficult questions and obstacles, and
finally, close the deal.
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14.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

15.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately.
From minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives
individuals the tools they need to control physical responses, reframe thinking, handle accidental outbursts,
and learn long-term strategies for channeling emotions productively.

16.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.

17.

INTERNET MARKETING

TAP INTO THE GLOBAL MARKETPLACE USING THE TOOLS ALREADY AT YOUR FINGERTIPS
Internet Marketing will provide your participants with a great set of skills to market your business online.
Content is the king of Internet marketing, and your participants will need to know how to utilize your great
content. If you want your business to grow then your participants need to understand Internet Marketing
Fundamentals.

18.

INTERPERSONAL SKILLS

LEARN TO CONNECT INTERNALLY AND EXTERNALLY TO MAXIMIZE YOUR INFLUENCE WITHIN YOUR
ORGANIZATION AND NETWORK
The Interpersonal Skills workshop will help participants work towards being that unforgettable person by
providing communication skills, negotiation techniques, tips on making an impact, and advice on
networking and starting conversations. They will also identify the skills needed in starting a conversation,
moving a conversation along, and progressing to higher levels of conversation.
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19.

LEADING THROUGH CHANGE

LEARN TO EFFECTIVELY MANAGE ORGANIZATIONAL CHANGE
Change management is the art and science of guiding an organization and its people through the
predictable transitions from current reality to a preferred future position. Change manifests in various forms
with diverse results and emotions, but there are two things that you can count on: change won’t go away; it
will only increase and you and the people around you need to learn to embrace change. In this program, you
will be taught to identify different reactions to change so that you will be better prepared to help
employees through it. You will design a plan to help others through change and apply that plan by aligning
systems and structures within your organization to better meet the needs of employees experiencing
change.

20.

LEARNING TO MANAGE

DISCOVER THE TOOLS AND TECHNIQUES OF EFFECTIVE MANAGEMENT
Learning to Manage walks you through the process of successful management by introducing the tools and
techniques for effectively handling five target areas — people, projects, performance, problems, and even
personal development because successful management starts with being able to manage yourself. Each of
these areas is essential to minimizing the stress associated with the transition from individual work as you
learn to delegate, communicate, and most of all, develop your employees — laying the foundation for
productivity and organizational success.

21.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

22.

MANAGING MANAGERS

IMPROVE YOUR VALUE BY IMPROVING YOUR LEADERSHIP SKILLS AND EFFECTIVELY MANAGING YOUR
BUSINESS
Managing managers takes courage, and in this course we give you a simple, but effective two-pronged
approach focusing on developing your business strategy, while also improving your leadership skills.
Balancing daily tasks with long-term strategic thinking. If you have managers reporting to you, lots of their
stuff ends up being fires for you to put out. Your direct reports may manage a wide variety of functions, and
it's difficult for you to create a sense of unity and cohesiveness for your entire group. If you're typical of
most mid-level managers (and of most people!), you would just as soon ignore sticky situations such as
dealing with difficult people. In fact, you may even back away.

23.

MANAGING REMOTE/OFFSITE EMPLOYEES

MAXIMIZE YOUR TEAM’S PERFORMANCE BY COLLABORATIVELY BUILDING YOUR VIRTUAL WORKFORCE
Organizations are buzzing about the potential benefits and competitive advantage an offsite workforce has
to offer. Decreased turnover and absenteeism. Improved retention. Cost reduction. Access to a larger pool
of talent. And there are perks for the individual too, including increased flexibility, independence, and a
better work-life balance. But let's face it. Managing a remote workforce takes more than smartphones, WiFi,
web cams, and expense allowances. It requires the right employees in the right jobs with the right skills and
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the right resources. And it also requires managers with the know-how to communicate effectively, maintain
a sense of community, cultivate teamwork and develop relationships built on trust.

24.

MANAGING TECHNICAL PROFESSIONALS

LEARN TO EFFECTIVELY COMMUNICATE AND MANAGE SPECIALIZED TEAMS WITH AN ARSENAL OF TOOLS
AND TECHNIQUES THEY RESPECT
All managers face challenges, but managers of technical professionals face an additional and unique blend
of challenges. Whether it is scientists, engineers, health professionals, or architects the nature of technical
professionals and their work requires a second set of management tactics. Learn tips and tricks on how to
manage, lead, motivate, and communicate effectively with teams focused on solving highly complex issues.

25.

MANAGING TEAMS

BECOME THE BROKER OF YOUR TEAM’S SUCCESS
Leading a team is a big responsibility. The effectiveness of the team depends in large part on the quality of
your management skills. This program gives you the tools to help ensure that your team runs efficiently
while maintaining a high level of motivation and satisfaction among individual team members. Topics
covered include developing and using a project plan, establishing accountability among team members,
conducting meetings efficiently, helping the team make good decisions, handling conflict productively and
rewarding team accomplishments appropriately.

26.

MARKETING BASICS

IT’S ALL ABOUT THE PRESENTATION: LEARN THE TOOLS OF THE TRADE AND PRESENT ENGAGING
COMMUNICATIONS
Marketing Basics will provide the basic knowledge to your participants, and give them the ability to build
and grow your business. Marketing has changed a lot recently and having a new perspective will give your
participants the needed information to assist them in their marketing decisions. No matter what your
product or service is, your business will benefit with a better understanding of marketing.

27.

MEDIA AND PUBLIC RELATIONS

UNCOVER THE SECRETS TO EFFECTIVELY COMMUNICATING YOUR MESSAGE TO THE WORLD
Media and Public Relations is the most successful method of communicating your value to those around
you. Furthermore, good networking skills enable you to tap into those relationships you already have and
increase the scope of your network. The larger the scope the more people knows you and offers you
opportunities.

28.

MEETING MANAGEMENT

FED UP WITH INEFFECTIVE OR BORING MEETINGS? CHECK OUT THIS COURSE ON CREATING VALUABLE
EXPERIENCES
The Meeting Management workshop will explore how to reduce waste and make meetings more efficient.
This is a hands-on workshop and your participation will help make it a valuable experience. Use this time to
begin the process of developing your skills along with other participants who share the same desire to
improve their meeting management skills.
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29.

MEDIA COMMUNICATIONS

LEARN TO SHED PERSONAL EMOTIONS AND PROVIDE EFFECTIVE, FACTUAL COMMUNICATIONS
This skill-based workshop is designed to enhance the communication skills of professionals who
communicate directly with the public. The course focuses on effectively presenting the facts of a given
situation, and your organization’s position relative to those facts. Emphasis is placed on understanding
strategies, format, style, procedures, and processes necessary to communicate in the public affairs arena.

30.

MEDIATING CONFLICT

MINIMIZE THE RISKS AND IMPACT OF CONFLICTS BY OBJECTIVELY MEDIATING AND FINDING MUTIAL
SOLUTIONS
Conflict occurs in all aspects of our lives. In many cases, parties involved in the conflict are unable to find
shared solutions, and require the support of an outside objective party. The ability to facilitate a mutual
agreement between parties in conflict is called "mediation", which can be an effective option for
peacemaking or problem solving in dealing with interpersonal conflicts in the work environment.

31.

MEETING MANAGEMENT

LEAD MEANINGFUL, VALUABLE MEETINGS WITH CONFIDENCE USINE OUR MANAGEMENT TOOLS AND
TECHNIQUES
Successful completion of this program will increase your knowledge and ability to effectively prepare for
meetings; identify clear and concise objectives, set realistic ground rules; problem solve effectively with
meeting participants; actively make decisions and create an action plan; understand the role of the meeting
leader; practice techniques as a conflict mediator; create an accountability chart; and plan for followthrough. (1day)

32.

MENTAL MODELS

LEARN TO MANAGE PERCEPTIONS AND INFLUENCE YOUR TEAM TO IMPROVE PERFORMANCE
Powerhouse organizations have one thing in common. They know how and when to challenge conventional
wisdom so that they always stay one step ahead. Even more, they know that complacency is a recipe for
disaster. That’s because they’re equipped to anticipate change, sense industry swings, and meet client
demands, maybe even before the client recognizes a need. But this skill isn’t limited to the Fortune 100. Big,
small, or somewhere in between, your organization can gain a competitive advantage with the right
mindset. Each one of us has a perception of reality about how the world works—a mental model. Like an
internal hard drive, they provide understanding, guide thinking, and direct decision making. Built from
everyday experiences, outside influences, and rewards such as money and success, mental models can be
both beneficial and detrimental to success. And just as technology shifts and advances, so does the need for
individuals, teams, and organizations to update, flex, and reconstruct mental models to improve
performance.

33.

MOTIVATING EMPLOYEES TO BE THEIR BEST

ACTIONS SPEAK LOUDER THAN WORDS – LEARN TO LEAD BY EXAMPLE AND IMPROVE PERFORMANCE
THROUGH MOTIVATION
The basic premise of this program is that motivation is not something you do to others; people motivate
themselves. This program is not about traditional extrinsic motivation techniques such as rewards,
incentives, salary, etc. These use a carrot or stick approach that tries to get employees to change their
behavior based on external factors. This program is about helping managers and supervisors create the
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appropriate climate that fosters positive feelings and eliminates obstacles, then employees will be
intrinsically motivated. The three elements of this type of climate are community, influence and openness.
The program focuses on providing the skills and techniques you will need to help groups develop a sense of
community, to acquire influence over their work-related actions, and to enjoy the openness of shared
information and feelings.

34.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher
productivity. With realistic examples and role-playing activities, this program helps participants as they
prepare, carry-out, and close difficult conversations in the most productive manner—leading them to
embrace, rather than fear confrontation and produce long-lasting benefits for both the employee and
organization.

35.

NEGATIVITY : JUST STOP IT!

LEARN TO AVOID OR MINIMIZE NEGATIVE ATTITUDES IN YOUR SPACE
Do the words angry, frustrated, anxious, stressed, resentful, or confused describe you or the people with
whom you work? If so, it’s possible that you are combating negativity. This workshop is designed to help
participants recognize and deal with the insidious nature of negativity and its impact on their success.
Participants will learn a five-step process for attacking and conquering negativity.

36.

OFFICE POLITICS

POLITICS DOESN’T HAVE TO BE A BLOODSPORT. FIND THE BENEFITS OF BEING POLITICALLY SAVVY
Office politics often stirs up negative images and memories of bad experiences. Learn about negative tactics
and the positive side of office politics. Discover how to use office politics to your advantage while being
true-to-yourself.

37.

OFFICE POLITICS FOR MANAGERS

THERE’S NO GETTING AROUND OFFICE POLITICS, BUT YOU CAN HELP YOUR EMPLOYEES NAVIGATE THE
LANDSCAPE TO THEIR BENEFIT
Office Politics is about creating and maintaining better relationships and communicating and working with
your peers and colleagues in a way that is mutually beneficial. Employees who understand the positive
aspects of Office Politics are better team members and end up being more successful and productive.

38.

ORGANIZATIONAL TRUST-BUILDING

LEARN TO BUILD TRUSTWORTHY RELATIONSHIPS WITHIN YOUR ORGANIZATION
When talking about trust in the workplace, there are two levels of trust that are in play: organizational trust
and personal trust. Many times these two levels are intertwined and are hard to tell apart. Leaders within
your workplace often have an incredible amount of influence over the culture of trust in your organization.
This program will teach you the benefits and behaviors that will inspire a trusting culture, recognize and
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practice the Five Pillars of Trust, and regain trust that has been lost. Trust is the key to a cohesive and
collaborative organizational culture.

39.

PRESENTATION TECHNIQUES

BUILD LONG-LASTING IMPRESSIONS THAT ENGAGE YOUR AUDIENCE THROUGH CAPTIVATING
PRESENTATION TOOLS AND TECHNIQUES
Presentation Techniques is a program that prepares content experts to deliver information and skill-building
activities effectively and confidently. The course provides strategies for handling challenging situations;
ways to encourage learner involvement; along with how to use classroom technology, field questions, and
gauge how well learning is progressing. The class uses videotaping, discussion, and application exercises.

40.

POSITIVE APPROACHES TO RESOLVING PERFORMANCE PROBLEMS

BOOST PERFORMANCE WITHIN YOUR TEAM BY BUILDING ON THE STRENGTHS AND MITIGATING THE
WEAKNESSES
Countless organizations have some sort of goal-setting plan, and many managers do some sort of coaching.
However, when the situation gets sticky with employees not performing up to established goals, many
managers become uncertain how to handle the situation effectively. In this program you will learn how to
define and identify problem employees or non-performers and then create a plan that will encourage
employee buy-in and carry out a disciplinary session that will work for both you and your employees.

41.

PROPOSAL WRITING

GREAT ART IS CREATED AT THE TIP OF THE BRUSH, GREAT WRITING TAKES PLACE WITH THE FINGERTIPS.
LEARN THE KEY ELEMENTS OF WRITING COMPLIANT, COMPELLING, AND CONVINCING PROPOSAL
The Proposal Writing workshop will take participants through each step of the proposal writing process,
from understanding why they are writing a proposal; to gathering information; to writing and proofreading;
through to creating the final, professional product.

42.

PUBLIC SPEAKING

LEARN TO DELIVER SPEECHES AND PRESENTATIONS THAT ENGAGE AND IMPACT
The Public Speaking workshop will give participants some presentation skills that will make speaking in
public less terrifying and more enjoyable. This workshop includes topics that participants can look forward
to including: creating a compelling program, using various types of visual aids, and engaging the audience.

43.

REAL-WORLD PROJECT MANAGEMENT

FORGET EVERYTHING YOU READ IN BUSINESS 101 AND GET DOWN TO THE BUSINESS OF MANAGING IN THE
REAL WORLD
Project management is getting more complex as organizations are keeping a close eye on schedules and
budgets in order to maintain productivity and profitability. This course covers the steps of project
management from definition and planning to implementation, monitoring, completion, and evaluation. You
will be able to complete a thorough and accurate project plan including task identification, scheduling and
budgeting; monitor the key project issues of schedule, budget, and performance deliverables; and develop
appropriate responses to potential problems. After the project is completed, you will deliver clear and
effective reports that include a formal evaluation of the project.
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44.

SELLING/ BUSINESS DEVELOPMENT ESSENTIALS: OVER THE PHONE

BE THE VOICE OF CONFIDENCE AND SECURITY CUSTOMERS WANT TO HEAR ON THE OTHER LINE
What makes a sales superstar? You might think it is all about the perfect opening line or closing pitch.
However, becoming a sales superstar is much more nuts and bolts than that. This program gives you a
helpful structure for each day that allows you to set goals and get organized to keep you motivated. You’ll
also learn how to gain trust over the phone, find more and better leads and follow up on them more
effectively, use a script that doesn’t sound scripted, and use your voice to enhance each and every call.

45.

SOCIAL MEDIA AT WORK

LOOK BEFORE YOU POST: LEARN HOW TO USE SOCIAL MEDIA WISELY
Social Media at Work: Reap the Rewards and Avoid the Risks is the on-trend training program that explores
the do’s and don’ts of using social media in the workplace. Packed with ripped-from-the-headlines
examples, activities and exercise to test knowledge, a sample social media policy, and an action planning
worksheet, it’s the comprehensive solution your organization needs to help instill good judgment in
employees, build a social media presence, safeguard against from potential pitfalls, and implement a sound
policy.

46.

SOLID BUSINESS WRITING

YOUR WRITING STYLE CAN BE YOUR FIRST AND LAST IMPRESSION. GET A REFRESHER ON IMPRESSIVE
BUSINESS COMMUNICATION
So much of today's business interactions are not in person, but in writing via e-mail, fax, or text pagers. This
makes writing skills more crucial than ever before. Business colleagues and customers will judge
competency and professionalism based on your writing ability. Get back to the basics with this course and
make sure your t's are crossed and your i's are dotted before sending out vital correspondence.

47.

STRESS: HOW TO MANAGE IT

UNDER PRESSURE: HOW TO DEAL WITH THE THINGS YOU CAN CHANGE, COPE WITH THOSE YOU CAN’T AND
KNOWING THE DIFFERENCE
Rapid change, fewer people, increased responsibilities, limited resources, and confusion about what each of
us has control over all seem to be adding to a sense of helplessness, frustration, and lack of choice. This
workshop provides strategies for effectively dealing with stress. Participants will focus on making the
distinction between those things over which they do and do not have control or influence.

48.

SUPERVISOR COMMUNICATION SKILLS

MAKE SURE YOUR MESSAGE GETS THE RECEPTION IT DESERVES BY LEARNING EFFECTIVE DELIVERY AND
FOLLOW UP
Communication is a complex set of behaviors and interactions that involves both giving and receiving a
plethora of information. In this course you will learn the importance of assertive speaking; asking directly
for what you need from others without being aggressive. You will discover techniques for holding others
accountable while also create and practice the art of equitable compromise.
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49.

TALK LIKE A LEADER

USE YOUR LEADERSHIP VOICE: CONVEY IDEAS AND STRATEGIES WITH THE PRECISION AND CONFIDENCE
NEEDED TO GET THINGS DONE
Successful leaders know there is more to communication than talk alone. It requires the ability—and the
confidence—to effectively convey the organization’s vision, express competence, cultivate relationships,
and offer support to others. Talk Like a Leader is a classroom training program that targets the
communication most essential for effective leadership and empowers leaders to excel at communicating
with their employees.

50.

TEAM BUILDING

BE THE BASE THAT HOLDS YOUR TEAM UP. BUILD SUCCESSFUL EMPLOYEES BY DEVELOPING YOUR OWN
STRENGTHS AND A WINNING PLAN OF ACTION
Before you can build a cohesive team, individual team members must understand their own values and the
ways they connect with others. In this Team Building program, you will learn skills to communicate more
effectively, minimize misunderstandings and conflict, and build your sense of value. The program takes you
further, helping you take your individual strengths to build a group identity. You will create a team mission
statement, ground rules, and a plan to foster trust and morale that will lead your team to success.

51.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues. (Varies 1-5 days)

52.

TEAM EXCELLENCE

OUT OF MANY COMES ONE DYNAMIC TEAM. FIND OUT HOW TO HONE IN ON EACH EMPLOYEE’S
STRENGTHS AND EXPERIENCES TO BUILD MORE COHESIVE AND PRODUCTIVE WORK GROUPS
Organizations know that every one of their employees is valuable and contributes unique talents and
experience to each project or task at hand. So, comparatively, when employees come together as a team,
the end result is typically even greater success—that is, when members understand how to work
collaboratively. Effective collaboration not only helps to increase the quality of results, but also the
productivity. Team Excellence is the training resource that ensures teams achieve these outcomes.
Participants fundamentally learn to CARE by discovering techniques for effective Communication,
maximizing individual Ability, producing Results, and fostering Esprit de corps. Among these techniques,
they learn to create synergy, set goals, cultivate accountability, and coordinate effective team building
activities, effectively allowing them to achieve high performance.

53.

TEAM FOUNDATION

LAY THE FOUNDATION FOR WORKING SMARTER. LEARN HOW TO STRATEGICALLY BUILD THE RIGHT TEAM
FOR EVERY PROJECT
Since the advent of downsizing, organizational flattening and layoffs, teams rather than individuals are
doing more work. This Team Foundation course provides a solid base for making the most of teams by
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looking at how to create the appropriate type of team to accomplish a particular task, how to prepare
employees for the different stages of team development they will experience as their teams mature, and
how to change organizational systems and structures in order to create a culture that supports teams.

54.

TELEWORK AND TELECOMMUTING

WORKING IN YOUR PJ’S SOUNDS LIKE A DREAM, BUT IF YOU DON’T KNOW SOME OF THE PITFALLS OF
TELEWORKING, IT CAN QUICKLY BECOME A NIGHTARE. GET THE INSIDE INFO ON TELEWORK SUCCESS
Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional
challenges created by not being in a centralized office. Communication issues alone make it a challenging
job, and recognizing these challenges will help the participants become great teleworkers. Learn the ropes
with the Telework and Telecommuting workshop.

55.

TRADE SHOW STAFF TRAINING

SEAL THE DEAL BY BECOMING A TRADE SHOW SUPER STAR! LEARN HOW TO MAKE CONNECTIONS WITH
POTENTIAL CUSTOMERS AND LOCKIN THOSE DEALS
Make sure your staff has the right tools to succeed with our Trade Show Staff Training course. A successful
trade show will benefit your company on many levels. The most basic statistic is that it can cost half as
much to close a sale made to a trade show lead as to one obtained through all other means. Get your staff
trained and get to that trade show!

56.

TRUE COLORS

EMBRACE THE RAINBOW: LEARN HOW EACH TEAM MEMBER’S PERSONALITY AND TRAITS – AKA THEIR
COLORS – CAN MELD TOGETHER TO MAKE A KALEIDOSCOPIC OF RESPECT, MOTIVATION AND SUCCESS
This workshop is built around the True Colors® Communication System that, for over 20 years, has assisted
people in finding more success in their endeavors. It reinforces some of the most important skills necessary
to succeed at work. These include personal respect, dignity, a sense of worthiness and capability, positive
communication, the ability to motivate others, successful teamwork, and the prevention and resolution of
conflict.

57.

VIRTUAL TEAM BUILDING AND MANAGEMENT

HOW TO BE A TEAM PLAYER, WHEN THE REST OF YOUR TEAM IS HALF A WORLD AWAY
With a virtual team you have the normal issues of a localized team, with the additional challenges of
distance and cultural differences. Virtual Team Building and Management will give you participants the
knowledge to work with these challenges and succeed in a growing global workforce.

58.

WOMAN AND LEADERSHIP

RUNNING WITH THE BULLS – IN HEELS: WOMEN BRING UNIQUE PERSPECTIVES TO THE WORKPLACE. FIND
OUT HOW BREAKING THE GLASS CEILING OPENS UP OPPORTUNITIES FOR ALL
Research studies have shown that companies with sustained high representation of women - that is, three
or more women board directors in at least four of five years - significantly outperformed those with no
women board directors. Statistics like this prove women have the skills to not only take on top leadership
positions, but to also have an impressive impact on their organization’s success. Still, we rarely see women
in higher positions of power because the reality of the glass ceiling is all too real. There exist a multitude of
challenges preventing women from reaching higher level positions; including preconceived notions of a
woman’s working ability as it relates to a societal and organizational context and from an internal context or rather, those self-imposed barriers women place on themselves. Women and Leadership identifies the
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specific challenges imposed on women in the workplace and provides an in-depth look at how they can
combat these obstacles to maximize their strengths - helping not only women, but all professionals and
organizations as they work to build the leadership skills of their employees.
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CONFLICT, STRESS, AND HARASSMENT
Stress and conflict can be incredible forces that create havoc in our lives. There are even times when we do
not have the opportunity to foresee or prevent terrible conflicts that have a major impact on our choices.
VOY STRATEGIES offers a variety of courses to help you uncover the hidden tools to help you cope with
conflict, stress, angst, and anger in the midst of challenging situation.

1.

ANGER MANAGEMENT

SOMEONE PUSHING YOUR BUTTONS? YOU COULD LOSE A LOT MORE THAN YOUR COOL IF YOU DON’T
IDENTIFY WHAT UPSETS YOU AND THE APPROPRIATE WAY TO COPE WITH ANGER
Anger can be an incredibly damaging force, costing people their jobs, personal relationships, and even their
lives when it gets out of hand. However, since everyone experiences anger, it is important to have
constructive approaches to manage it effectively. The Anger Management workshop will help teach
participants how to identify their anger triggers and what to do when they get angry.

2.

DIRTY LITTLE SECRETS THAT NEGATIVELY IMPACT THE WORKPLACE

BREAKING BAD: HOW TO SURVIVE – AND THRIVE – WITH THE OFFICE DRAMA KINGS AND QUEENS
Do you ever wish training would address what really goes on at work? You know, the people problems that
nobody wants to talk about. The people who create unnecessary obstacles or are obstacles themselves. This
program confronts those people problems head-on and gives you solutions and strategies for staying
positive and productive among “toxic” people and situations.

3.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up
to the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.

4.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

5.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
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emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately. From
minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives individuals the
tools they need to control physical responses, reframe thinking, handle accidental outbursts, and learn longterm strategies for channeling emotions productively.

6.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others, express
their feelings directly but appropriately, and have a capacity for developing meaningful relationships. All of
these traits are very important aspects of a collaborative, high achieving workplace. This program offers you
techniques to increase and develop your emotional intelligence. It guides you through proven methods to
apply emotional intelligence in the workplace to enhance employee relationships and increase productivity.

7.

INTERPERSONAL SKILLS

LEARN TO CONNECT INTERNALLY AND EXTERNALLY TO MAXIMIZE YOUR INFLUENCE WITHIN YOUR
ORGANIZATION AND NETWORK
The Interpersonal Skills workshop will help participants work towards being that unforgettable person by
providing communication skills, negotiation techniques, tips on making an impact, and advice on networking
and starting conversations. They will also identify the skills needed in starting a conversation, moving a
conversation along, and progressing to higher levels of conversation.

8.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

9.

MANAGING CONFLICT

LEARN TO USE CONFLICT AS A CATALYST FOR DISCOVERY OR OPPORTUNITY
Conflict occurs in all aspects of our lives. In many cases, the people involved in the conflict are unable to
manage the situation effectively. Those who can successfully manage conflict in the workplace demonstrate
unique interpersonal and communication skills. This workshop is designed to add to and strengthen those
skills and support participants in becoming more effective.

10.

MANAGING STRESS

LEARN TO ACHIEVE BALANCE AND MINIMIZE THE IMPACT OF STRESSORS IN YOUR PROFESSIONAL AND
PERSONAL LIFE
Explore strategies for managing stress and minimizing its effects. This program provides a look at the
stress cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and
gain renewed energy and enthusiasm.
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11.

MANAGING YOUR EMOTIONS

EVER FIND YOURSELF GETTING EMOTIONALLY ATTACHED OR INVOLVED IN YOUR WORK? LEARN TO
IDENTIFY THE WARNING SIGNS AND PROTECT YOURSELF FROM A BREAKDOWN.
In a world full of budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people
to manage their emotions. After all, we’re only human. From minimizing frustration to conquering negative
self-talk, Manage Your Emotions gives individuals the tools they need to control physical responses, reframe
thinking, handle accidental outbursts, and learn long-term strategies for channeling emotions productively.

12.

MANAGING WORKPLACE ANXIETY

SET BOUNDARIES AND CREATE A POSITIVE WORKPLACE ENVIRONMENT TO MINIMIZE ANXIETY AND
MAXIMIZE PRODUCTIVITY
Our Managing Workplace Anxiety workshop will provide your participants the important skills and
resources to recognize and manage workplace anxiety. By identifying these symptoms and coping skills
employees and managers will be better suited in dealing with these common situations. Through this
workshop your participants will be better suited to the challenges that the workplace can bring.

13.

MAINTAINING WORK/LIFE BALANCE

DO YOU FEEL LIKE YOU ARE EXISTING INSTEAD OF LIVING YOUR LIFE? LEARN TO DEVELOP AND MAINTAIN A BALANCE IN YOUR LIFE
Fulfilling the demands of the workplace creates consequences at home. Meeting your personal and family
needs has an impact at work. Creating a balance between the two is not always easy. The “right” balance is
a very personal thing and will change for each person at different times of his or her life. For some people
the issue is being able to find more work rather than having too much work. There is no “one size fits all”
solution. One thing is for certain, balanced professionals make happier employees, and happier employees
make stronger, more productive professionals. This program helps you identify your current state of
work/life balance, assesses what you need to create more balance and assists in developing an action plan
that will generate positive outcomes for both you and your organization.

14.

MEDIATING CONFLICT

MINIMIZE THE RISKS AND IMPACT OF CONFLICTS BY OBJECTIVELY MEDIATING AND FINDING MUTIAL
SOLUTIONS
Conflict occurs in all aspects of our lives. In many cases, parties involved in the conflict are unable to find
shared solutions, and require the support of an outside objective party. The ability to facilitate a mutual
agreement between parties in conflict is called "mediation", which can be an effective option for
peacemaking or problem solving in dealing with interpersonal conflicts in the work environment.

15.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher
productivity. With realistic examples and role-playing activities, this program helps participants as they
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prepare, carry-out, and close difficult conversations in the most productive manner—leading them to
embrace, rather than fear confrontation and produce long-lasting benefits for both the employee and
organization.

16.

NEGATIVITY : JUST STOP IT!

LEARN TO AVOID OR MINIMIZE NEGATIVE ATTITUDES IN YOUR SPACE
Do the words angry, frustrated, anxious, stressed, resentful, or confused describe you or the people with
whom you work? If so, it’s possible that you are combating negativity. This workshop is designed to help
participants recognize and deal with the insidious nature of negativity and its impact on their success.
Participants will learn a five-step process for attacking and conquering negativity.

17.

PREVENTING WORKPLACE HARASSMENT

DON’T GET BURNED BY HARASSERS – LEARN TO IDENTIFY AND EXTINGUISH ISSUES BEFORE THEY DEVELOP
In this harassment prevention program, you’ll learn the answers to all of your questions about dealing with
harassment in the workplace. You’ll read about real cases, learn some tips and tools for dealing with
situations that may come up, and implement steps to prevent the occurrence of harassment.

18.

RESOLVING CONFLICT AT WORK

YOU CAN’T ALWAYS DAM A RIVER BUT YOU CAN IRRIGATE IT. WHEN CONFLICT IS INEVITABLE, DIVERT IT
TOWARDS A POSITIVE OUTCOME
Conflict is an inevitable part of work. Whether between individuals or teams, at some point, conflict will
arise and need to be addressed. But resolving conflict doesn’t need to be a negative experience – in fact,
managing conflict can be a catalyst for positive change. This program explores various work relationships
and their impact on the employee, how business relationships can be managed to avoid unnecessary
conflict, how to use effective resolution steps when conflict occurs, and how to deal with difficult people
when managing conflict.

19.

SAFETY IN THE WORKPLACE

DON’T MISS THE OPPORTUNITY TO ENGAGE YOUR EMPLOYEES IN MAINTAINING A SAFE WORKPLACE
THROUGH REWARDING PROGRAMS AND BEST PRACTICES
Our Safety in the Workplace course will be instrumental in reviewing common hazards, safety techniques
and after completion; your participants will have the tools to help them create a Safety policy for your work
place. By identifying and anticipating hazards, employers can prevent injuries and keep employees safe.

20.

SEXUAL HARASSMENT

STOP HARASSMENT IN ITS TRACKS! LEARN THE SIGNS OF A PROBLEM AND WHAT TO DO IF AN EMPLOYEE IS
IN JEOPARDY
More than half of all workers have experienced sexual harassment on the job. The resulting cost to
companies can be thousands or even millions-of dollars. This program provides practical guidelines to help
organizations understand what sexual harassment is, how to handle it when it occurs, and how to avoid it in
the first place.

21.

STRESS: HOW TO MANAGE IT

UNDER PRESSURE: HOW TO DEAL WITH THE THINGS YOU CAN CHANGE, COPE WITH THOSE YOU CAN’T AND
KNOWING THE DIFFERENCE
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Rapid change, fewer people, increased responsibilities, limited resources, and confusion about what each of
us has control over all seem to be adding to a sense of helplessness, frustration, and lack of choice. This
workshop provides strategies for effectively dealing with stress. Participants will focus on making the
distinction between those things over which they do and do not have control or influence.

22.

TAKING CONTROL OF CONFLICT

WARD OF CONFLICT BY ARMING YOURSELF WITH NEW TOOLS, COMMUNICATION TECHNIQUES, AND
CONFIDENCE
Recent studies reveal that employees exhaust almost three hours each week dealing with workplace
conflict. At an annual cost of $359 billion in paid hours, organizations can’t afford these losses. But with the
proper training, people can learn how to handle conflict maturely and collaboratively—and maybe prevent
it altogether. A classroom training program, Taking Control of Conflict introduces the different types of
conflict, shows individuals how to communicate clearly and tactfully, explores appropriate resolution
strategies, and establishes a common-sense approach for preventing unnecessary conflict.

23.

TEAM BUILDING

BE THE BASE THAT HOLDS YOUR TEAM UP. BUILD SUCCESSFUL EMPLOYEES BY DEVELOPING YOUR OWN
STRENGTHS AND A WINNING PLAN OF ACTION
Before you can build a cohesive team, individual team members must understand their own values and the
ways they connect with others. In this Team Building program, you will learn skills to communicate more
effectively, minimize misunderstandings and conflict, and build your sense of value. The program takes you
further, helping you take your individual strengths to build a group identity. You will create a team mission
statement, ground rules, and a plan to foster trust and morale that will lead your team to success.

24.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues. (Varies 1-5 days)

25.

TEAM EXCELLENCE

OUT OF MANY COMES ONE DYNAMIC TEAM. FIND OUT HOW TO HONE IN ON EACH EMPLOYEE’S
STRENGTHS AND EXPERIENCES TO BUILD MORE COHESIVE AND PRODUCTIVE WORK GROUPS
Organizations know that every one of their employees is valuable and contributes unique talents and
experience to each project or task at hand. So, comparatively, when employees come together as a team,
the end result is typically even greater success—that is, when members understand how to work
collaboratively. Effective collaboration not only helps to increase the quality of results, but also the
productivity. Team Excellence is the training resource that ensures teams achieve these outcomes.
Participants fundamentally learn to CARE by discovering techniques for effective Communication,
maximizing individual Ability, producing Results, and fostering Esprit de corps. Among these techniques,
they learn to create synergy, set goals, cultivate accountability, and coordinate effective team building
activities, effectively allowing them to achieve high performance.
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26.

TEAM FOUNDATION

LAY THE FOUNDATION FOR WORKING SMARTER. LEARN HOW TO STRATEGICALLY BUILD THE RIGHT TEAM
FOR EVERY PROJECT
Since the advent of downsizing, organizational flattening and layoffs, teams rather than individuals are
doing more work. This Team Foundation course provides a solid base for making the most of teams by
looking at how to create the appropriate type of team to accomplish a particular task, how to prepare
employees for the different stages of team development they will experience as their teams mature, and
how to change organizational systems and structures in order to create a culture that supports teams.

27.

TEAM EXCELLENCE

OUT OF MANY COMES ONE DYNAMIC TEAM. FIND OUT HOW TO HONE IN ON EACH EMPLOYEE’S
STRENGTHS AND EXPERIENCES TO BUILD MORE COHESIVE AND PRODUCTIVE WORK GROUPS
Organizations know that every one of their employees is valuable and contributes unique talents and
experience to each project or task at hand. So, comparatively, when employees come together as a team,
the end result is typically even greater success—that is, when members understand how to work
collaboratively. Effective collaboration not only helps to increase the quality of results, but also the
productivity. Team Excellence is the training resource that ensures teams achieve these outcomes.
Participants fundamentally learn to CARE by discovering techniques for effective Communication,
maximizing individual Ability, producing Results, and fostering Esprit de corps. Among these techniques,
they learn to create synergy, set goals, cultivate accountability, and coordinate effective team building
activities, effectively allowing them to achieve high performance.

28.

TEAM FOUNDATION

LAY THE FOUNDATION FOR WORKING SMARTER. LEARN HOW TO STRATEGICALLY BUILD THE RIGHT TEAM
FOR EVERY PROJECT
Since the advent of downsizing, organizational flattening and layoffs, teams rather than individuals are
doing more work. This Team Foundation course provides a solid base for making the most of teams by
looking at how to create the appropriate type of team to accomplish a particular task, how to prepare
employees for the different stages of team development they will experience as their teams mature, and
how to change organizational systems and structures in order to create a culture that supports teams.

29.

VIOLENCE IN THE WORKPLACE

KNOW THE SIGNS BEFORE “A LITTLE TROUBLE AT WORK” TURNS INTO SOMETHING DANGEROUS. LEARN
HOW TO SPOT POTENTIAL PROBLEMS, CALM A SITUATION AND RECOVER FROM WORKPLACE VIOLENCE
Chances are you or someone you know has directly experienced workplace violence. Workplace violence
litigation has dramatically increased in recent years. In this program you will understand the most common
causes of workplace violence, recognize warning signs, and practice de-escalating a potentially dangerous
situation before it erupts. If you do find yourself in a crisis, the program teaches you how to handle it
effectively and manage the aftermath to restore a sense of normalcy in the workplace. (1day)

30.

WORK- LIFE BALANCE

WHY JUGGLE WHEN YOU CAN BALANCE. BUILD YOUR SKILLS TO MAINTAIN WORK/LIFE PEACE OF MIND
With a Work-Life Balance you will be managing your time better. Better time management will benefit all
aspects of life; you will be working less and producing more. This workshop will show how to focus on the
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important things, set accurate and achievable goals, and communicate better with your peers at work and
your family at home.

31.

WORKLOAD BALANCE

UNLEASH YOUR INNER TASK MASTER! MAINTAIN YOUR “ON-TIME” STATUS WITH EVERY WORKLOAD
This Workload Balance session challenges participants to evaluate how they plan and prioritize their work in
order to produce effective and on-time results. This highly interactive, skill practice workshop will provide
participants with an opportunity to self-assess their current skills and practices in the area of time
management and how they manage their workload around it.
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CRITICAL THINKING
VOY STRATEGIES offers an array of courses and workshops to help you understand how to become a
critical thinker through our assessments, awareness training, problem solving, and other strategic
coursework to help you improve your skill sets. In addition to general training, we also provide specialized
courses in specific problem-solving techniques and tools by industry and trade.

1.

DISC ASSESSMENT

FULL FRONTAL REFLECTION: IT’S HARD TO UNDERSTAND OTHERS, WHEN YOU DON’T KNOW YOURSELF.
UNCOVER WHO YOU ARE, WHAT MAKES YOU TICK, AND WHAT YOU NEED IN ORDER TO ACHIEVE
This lesson gives students an understanding of the concept of self-assessment and its Importance. This is
facilitated through the use of the DiSC Self-Assessment tool, which is designed to identify a person's
behavioral tendencies and needs by highlighting four distinct dimensions: Dominance, lnfluence,
Steadiness, and Conscientiousness. The lesson begins with the objectives of DiSC and an explanation of the
importance of self-assessment. The rest and bulk of the lesson follows with an informative lecture detailing
the key characteristics of each dimension

2.

DIVERSITY AWARENESS

THE WORKPLACE IS MORE DIVERSE THAN EVER, WHICH MEANS A WEALTH OF EXPERIENCE AND
PERSPECTIVE IS WAITING TO BE DISCOVERED. LEARN TO GROW FROM THE PEOPLE AROUND YOU
Feeling as though you are an outsider can be detrimental to your performance in a work environment that
is becoming increasingly more diverse. Diversity Awareness: Fostering an Environment of Inclusivity,
Sensitivity, and Respect in the Workplace, explores the subtle ways that these limitations occur and how to
combat them by fostering an environment that focuses on building respectful interactions. The program
defines diversity in broad terms, recognizing that people see differences in varying ways from educational
background to personal attributes and experiences, among other areas. Professionals at every level will
learn how to take proactive steps to find and capitalize on unique skills as well as exercise flexible thinking
and seek personal growth.

3.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

4.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.
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5.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher productivity.
With realistic examples and role-playing activities, this program helps participants as they prepare, carryout, and close difficult conversations in the most productive manner—leading them to embrace, rather than
fear confrontation and produce long-lasting benefits for both the employee and organization.

6.

PROBLEM SOLVING

LEARN THE “TRICKS OF THE TRADE” IN PROBLEM-SOLVING TECHNICQUES AND MAXIMIZE OPPORTUNITIES
TO GROW YOUR COMPANY
This Problem Solving course is designed for employees who are in positions or roles with problem-solving
responsibilities. We all have our own unique styles of responding to a problem situation when confronted.
This course examines a four-step problem solving model including problem definition, situation analysis,
options generation and analysis, and problem solution. It utilizes interactive lecture/discussion, application
exercises, and small group work. It also reviews various methods and tools which support successful
completion of each of the four steps in the model.

7.

PROPOSAL WRITING

GREAT ART IS CREATED AT THE TIP OF THE BRUSH, GREAT WRITING TAKES PLACE WITH THE FINGERTIPS.
LEARN THE KEY ELEMENTS OF WRITING COMPLIANT, COMPELLING, AND CONVINCING PROPOSAL
The Proposal Writing workshop will take participants through each step of the proposal writing process,
from understanding why they are writing a proposal; to gathering information; to writing and proofreading;
through to creating the final, professional product.

8.

RISK ASSESSMENT AND MANAGEMENT

LEARN THE ART OF ASSESSING, MITIGATING, AND MANAGING RISKS WITH BOTH COMMON SENSE AND
CREATIVE SOLUTIONS
Through our Risk Assessment and Management course, your participants will be aware of hazards and risk
they didn’t realize were around their workplace. Identifying hazards through proper procedures will provide
your participants the ability to prevent that accident before it occurs. Limiting and removing potential
dangers through Risk Assessment will be an incredible investment.

9.

SYSTEMS THINKING: HOW TO SOLVE PROBLEMS

ADVERSITY IS A SETUP FOR OPPORTUNITY. LEARN HOW TO EFFECT CHANGE OUT OF EVERY CHALLENGE
From production and marketing to customer service and fulfillment, organizations are made up of a series of
interconnected parts. And while each function may appear to operate efficiently on its own, a change in just
one cog can throw the whole system out of whack, creating a continuous chain reaction of problems. If your
organization is plagued by nagging issues that affect its performance, it’s time for a new approach. Systems
thinking is a proactive problem-solving technique that examines the relationships between various
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organizational functions and how they impact each other. What makes systems thinking so powerful is that
it enables your organization to predict the consequences of change, eliminate silo thinking, adjust
perspectives to see different viewpoints, and remain focused on the big picture. Get your problem-solving
approach in gear with Systems Thinking: How to Solve Problems so they Stay Solved, the program that helps
your organization find optimal solutions to complex challenges, improve innovation, and increase
productivity.

10.

WHY WE STRUGGLE WITH TOUGH DECISIONS

DECIDE TO DECIDE: HOW TO DEAL WITH AND MAKE TOUCH DECISIONS, AND EMBRACE CHANGES BEFORE
THEY HAPPEN
Did you know people make an average of 70 decisions each and every day? Sure, not all of them are highimpact, but nevertheless, decision making is a skill that’s critical to performance and success. And while
some decisions require little brainpower to execute, others are not so simple. Sometimes decision making is
a frustrating challenge, especially when the available options conflict with personal values or there’s
concern for the potential consequences. Before employees are faced with the next staffing change, budget
cut, career move—or any other high-impact decision—empower them with Why We Struggle with Tough
Decisions: Overcoming Doubts and Dilemmas. It’s the program that guides individuals through the key steps
they need to take before, during, and after the decision-making process. From exploring personal values
and understanding the role of emotions to analyzing data and discovering common decision-making traps,
Why We Struggle with Tough Decisions first helps individuals to understand why they’re struggling with a
decision and then gives them the skills, techniques, and strategies to make the right choices with
confidence and conviction.
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DIVERSITY
The importance of performing in a diverse environment have never been more important across all
industries than they are today. VOY STRATEGIES offers courses in understanding and performing within
multicultural, generational, and gender settings that will ensure you thrive in the modern world.

1.

EMPLOYEE ENGAGEMENT

GO BEYOND EXPECTATIONS, SHOW THEM WHAT IT MEANS TO BE DRIVEN AND A TEAM PLAYER
The most successful organizations realize that productivity is driven by employees who don't just do their
jobs, but who are committed to organizational goals and who put forth the discretionary effort to go above
and beyond what is required of them—in other words, by employees who are highly engaged. Clearly,
employee engagement is much more than the result of finding interest in one's work; rather, it is about the
organization's ability to establish a foundation of trust, respect, and appreciation. Companies that come up
short in these or other areas, such as establishing clear, consistent priorities, run the risk of losing some of
their best workers. So how do you effect an environment that circumvents potential shortcomings and
encourages employee retention?

2.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up
to the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.

3.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.

4.

INTERPERSONAL SKILLS

LEARN TO CONNECT INTERNALLY AND EXTERNALLY TO MAXIMIZE YOUR INFLUENCE WITHIN YOUR
ORGANIZATION AND NETWORK
The Interpersonal Skills workshop will help participants work towards being that unforgettable person by
providing communication skills, negotiation techniques, tips on making an impact, and advice on
networking and starting conversations. They will also identify the skills needed in starting a conversation,
moving a conversation along, and progressing to higher levels of conversation.
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5.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

6.

MANAGING REMOTE/OFFSITE EMPLOYEES

MAXIMIZE YOUR TEAM’S PERFORMANCE BY COLLABORATIVELY BUILDING YOUR VIRTUAL WORKFORCE
Organizations are buzzing about the potential benefits and competitive advantage an offsite workforce has
to offer. Decreased turnover and absenteeism. Improved retention. Cost reduction. Access to a larger pool
of talent. And there are perks for the individual too, including increased flexibility, independence, and a
better work-life balance. But let's face it. Managing a remote workforce takes more than smartphones, WiFi,
web cams, and expense allowances. It requires the right employees in the right jobs with the right skills and
the right resources. And it also requires managers with the know-how to communicate effectively, maintain
a sense of community, cultivate teamwork and develop relationships built on trust.

7.

MULTI-GENERATIONAL WORKPLACE

LEARN TO IDENTIFY AND ADDRESS MULTI-GENERATIONAL ISSUES WITHIN YOUR ORGANIZATION
Today’s generationally-diverse workforce brings a variety of skills, knowledge, and experience to the
organization. However, finding ways to connect effectively with the various generations within the
workplace can be challenging. Through This program, gain a better understanding of the four generations
that make up the current workforce — Veterans, Baby Boomers, and Generations X and Y — and how their
unique experiences and expectations impact their views and performance in the workplace. Learn
techniques that foster respectful communication with all groups.

8.

VIRTUAL TEAM BUILDING AND MANAGEMENT

HOW TO BE A TEAM PLAYER, WHEN THE REST OF YOUR TEAM IS HALF A WORLD AWAY
With a virtual team you have the normal issues of a localized team, with the additional challenges of
distance and cultural differences. Virtual Team Building and Management will give you participants the
knowledge to work with these challenges and succeed in a growing global workforce.

9.

VIOLENCE IN THE WORKPLACE

KNOW THE SIGNS BEFORE “A LITTLE TROUBLE AT WORK” TURNS INTO SOMETHING DANGEROUS. LEARN
HOW TO SPOT POTENTIAL PROBLEMS, CALM A SITUATION AND RECOVER FROM WORKPLACE VIOLENCE
Chances are you or someone you know has directly experienced workplace violence. Workplace violence
litigation has dramatically increased in recent years. In this program you will understand the most common
causes of workplace violence, recognize warning signs, and practice de-escalating a potentially dangerous
situation before it erupts. If you do find yourself in a crisis, the program teaches you how to handle it
effectively and manage the aftermath to restore a sense of normalcy in the workplace. (1day)
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10.

WOMAN AND LEADERSHIP

RUNNING WITH THE BULLS – IN HEELS: WOMEN BRING UNIQUE PERSPECTIVES TO THE WORKPLACE. FIND
OUT HOW BREAKING THE GLASS CEILING OPENS UP OPPORTUNITIES FOR ALL
Research studies have shown that companies with sustained high representation of women - that is, three
or more women board directors in at least four of five years - significantly outperformed those with no
women board directors. Statistics like this prove women have the skills to not only take on top leadership
positions, but to also have an impressive impact on their organization’s success. Still, we rarely see women
in higher positions of power because the reality of the glass ceiling is all too real. There exist a multitude of
challenges preventing women from reaching higher level positions; including preconceived notions of a
woman’s working ability as it relates to a societal and organizational context and from an internal context or rather, those self-imposed barriers women place on themselves. Women and Leadership identifies the
specific challenges imposed on women in the workplace and provides an in-depth look at how they can
combat these obstacles to maximize their strengths - helping not only women, but all professionals and
organizations as they work to build the leadership skills of their employees.

11.

WORKPLACE DIVERSITY

EVERYONE BENEFITS FROM DIVERSITY. FIND OUT HOW ADVANCING THE MELTING POT CAN HELP YOU
GROW IN THE OFFICE AND BEYOND
The Workshop Diversity workshop will help participants understand what diversity is all about, and how
they can help create a more diverse world at work and at home. They will be instructed to use skills such as
active listening to receive messages in a diverse population, employ effective questioning techniques, and
communicate with strength.
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EMOTONAL INTELLIGENCE
Learn the importance of identifying, understanding, and managing your emotions through an array of
courses designed to help you maintain control in an unpredictable world. VOY STRATEGIES offers real life
scenario based training to ensure you come out on top no matter who is pushing your buttons.

1.

APPRECIATIVE INQUIRY

THE GLASS IS ALWAYS FULL: LEARN HOW TO TRANSFORM AND GROW YOUR ENVIRONMENT BY FOCUSING
ON THE POSITIVE IN EACH SUITATION, INSTEAD OF THE NEGATIVE
Through positive questioning people will be directed to move in a positive direction. Recognizing the
strengths and values of what works as opposed to what's wrong will transform the individuals and thus
transform the organization. Appreciative Inquiry is a shift from looking at problems and deficiencies and
instead focusing on strengths and successes. It is a tool for organizational change and it will strengthen
relationships. Who doesn't like to share good positive stories and events? Think about it.

2.

EMOTIONAL INTELLIGENCE

KILL ‘EM WITH KINDNESS. LEARN TO SPEAK FROM THE HEART NOT YOUR EMOTIONS IN ANY SITUATION
No doubt technical and task-oriented skills are important to bring to any working environment, but research
has proven that real success comes from those who have honed the soft skill of emotional intelligence. No
organization is without its ups, downs, and of course, turnarounds, which is why emotional intelligence is an
essential aspect for anyone in the working field. In a world of deadlines, organizational changes, limited
resources, and conflicting orders (to name a few stressors), having the ability to control your emotions is
essential to navigating the unavoidably high-stress environment that often shapes the working world. But
it’s not just about taking control of your reactions to emotionally-charged situations. Emotional intelligence
is recognizing your emotional triggers and knowing when and how to use them in a way that enables you to
not only deal with these stressors objectively, but to also develop strong connections with your co-workers.
Emotional Intelligence: A Scientifically Proven Method for Developing the Skills of Success introduces the
four essential aspects to honing this soft skill - intrapersonal skills, interpersonal skills, adaptability, and
resilience - and strategies for developing each; helping you to confront issues, tackle problems, and manage
change and stress with composure and clarity.

3.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others,
express their feelings directly but appropriately, and have a capacity for developing meaningful
relationships. All of these traits are very important aspects of a collaborative, high achieving workplace. This
program offers you techniques to increase and develop your emotional intelligence. It guides you through
proven methods to apply emotional intelligence in the workplace to enhance employee relationships and
increase productivity.

4.

INTERPERSONAL SKILLS

LEARN TO CONNECT INTERNALLY AND EXTERNALLY TO MAXIMIZE YOUR INFLUENCE WITHIN YOUR
ORGANIZATION AND NETWORK
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The Interpersonal Skills workshop will help participants work towards being that unforgettable person by
providing communication skills, negotiation techniques, tips on making an impact, and advice on networking
and starting conversations. They will also identify the skills needed in starting a conversation, moving a
conversation along, and progressing to higher levels of conversation.

5.

MANAGING STRESS

LEARN TO ACHIEVE BALANCE AND MINIMIZE THE IMPACT OF STRESSORS IN YOUR PROFESSIONAL AND
PERSONAL LIFE
Explore strategies for managing stress and minimizing its effects. This program provides a look at the
stress cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and
gain renewed energy and enthusiasm.

6.

MANAGING TECHNICAL PROFESSIONALS

LEARN TO EFFECTIVELY COMMUNICATE AND MANAGE SPECIALIZED TEAMS WITH AN ARSENAL OF TOOLS
AND TECHNIQUES THEY RESPECT
All managers face challenges, but managers of technical professionals face an additional and unique blend
of challenges. Whether it is scientists, engineers, health professionals, or architects the nature of technical
professionals and their work requires a second set of management tactics. Learn tips and tricks on how to
manage, lead, motivate, and communicate effectively with teams focused on solving highly complex issues.

7.

MANAGING YOUR EMOTIONS

EVER FIND YOURSELF GETTING EMOTIONALLY ATTACHED OR INVOLVED IN YOUR WORK? LEARN TO
IDENTIFY THE WARNING SIGNS AND PROTECT YOURSELF FROM A BREAKDOWN.
In a world full of budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people
to manage their emotions. After all, we’re only human. From minimizing frustration to conquering negative
self-talk, Manage Your Emotions gives individuals the tools they need to control physical responses, reframe
thinking, handle accidental outbursts, and learn long-term strategies for channeling emotions productively.

8.

MYERS BRIGGS TYPE INDICATOR (MBTI)

EVER WONDER HOW OR WHY YOUR PERSONALITY CLASHES OR MESHES WITH OTHERS IN YOUR
PROFESSIONAL OR SOCIAL NETWORKS? LEARN TO IDENTIFY THE KEY FACTORS THAT IMPACT AND
INFLUENCE BEHAVIORS WITHIN YOUR WORLD
This course introduces the basic concepts of the Myers Briggs Indicator; participants will learn their
Personality type. Participants will understand how various personalities process information, take in data,
perceive themselves and others, make decisions, and relate to the world around them. These characteristics
of each MBTI type may arise as possible conflicts within the work environment and how to mitigate and
resolve are uncovered.

9.

NEGATIVITY : JUST STOP IT!

LEARN TO AVOID OR MINIMIZE NEGATIVE ATTITUDES IN YOUR SPACE
Do the words angry, frustrated, anxious, stressed, resentful, or confused describe you or the people with
whom you work? If so, it’s possible that you are combating negativity. This workshop is designed to help
participants recognize and deal with the insidious nature of negativity and its impact on their success.
Participants will learn a five-step process for attacking and conquering negativity.
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HUMAN RELATIONS
S
VOY STRATEGIES provides introductory courses and workshops to help you and your team grasp the
important elements of human relations. We provide elementary and advanced training in helping you and
your organization capitalize on the very natural behaviors that drive successful interactions with clients,
colleagues, partners, and friends.

1.

ANGER MANAGEMENT

SOMEONE PUSHING YOUR BUTTONS? YOU COULD LOSE A LOT MORE THAN YOUR COOL IF YOU DON’T
IDENTIFY WHAT UPSETS YOU AND THE APPROPRIATE WAY TO COPE WITH ANGER
Anger can be an incredibly damaging force, costing people their jobs, personal relationships, and even their
lives when it gets out of hand. However, since everyone experiences anger, it is important to have
constructive approaches to manage it effectively. The Anger Management workshop will help teach
participants how to identify their anger triggers and what to do when they get angry.

2.

ART OF INFLUENCING OTHERS

HELP ME HELP YOU, AND OTHER PERSUASIVE COMMUNICATION TO GET PEOPLE ON BOARD
Lay the foundation for more effective communication in this highly interactive workshop. Develop creative
ways to establish rapport and build relationships through a deeper awareness of the power of nonverbal
communication. Learn how to avoid common communication barriers. Recognize communication styles
preferences, and tailor your communication to be more effective with each style. Learn methods for deescalating difficult situations and resolving conflict effectively. Through a series of structured experiences,
develop and learn to apply skills that improve your effectiveness when marketing your services in any
communication skill. The purpose of this training is to teach people the skills they need so that others will
want to grant them the power to affect outcomes. Our approach is to teach someone how to develop and
maintain rapport, how to resolve conflicts and handle difficult situations, and how to recognize others’
needs and support them in meeting their needs while meeting their own as well (“win-win”). The training
concludes with emphasizing the qualities that influential people have and give the participants an
opportunity to assess themselves in these areas.

3.

ASSERTIVENESS AND SELF-CONFIDENCE

HAVE YOUR INSECURITIES HELD YOU BACK? DO YOU HAVE IDEAS THAT WOULD BENEFIT YOUR TEAM BUT LACK THE CONFIDENCE
TO PRESENT THEM?
The Assertiveness and Self-Confidence workshop will give participants an understanding of what
assertiveness and self-confidence each mean (in general and to them personally) and how to develop those
feelings in their day-to-day lives. These skills will encompass many aspects of your participant's lives and
have a positive effect on all of them.

4.

APPRECIATIVE INQUIRY

THE GLASS IS ALWAYS FULL: LEARN HOW TO TRANSFORM AND GROW YOUR ENVIRONMENT BY FOCUSING
ON THE POSITIVE IN EACH SUITATION, INSTEAD OF THE NEGATIVE
Through positive questioning people will be directed to move in a positive direction. Recognizing the
strengths and values of what works as opposed to what's wrong will transform the individuals and thus
transform the organization. Appreciative Inquiry is a shift from looking at problems and deficiencies and
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instead focusing on strengths and successes. It is a tool for organizational change and it will strengthen
relationships. Who doesn't like to share good positive stories and events? Think about it.

5.

ART AND SCIENCE OF COMMUNICATION

IF YOU WANT TO BE HEARD, YOU HAVE TO SPEAK THE LANUAGE. LEARN HOW TO ADAPT A
COMMUNICATION STYLE THAT SPEAKS TO MOMENT AND ANY AUDIENCE
Good communication skills are essential for employees at all levels. The ability to convey ideas, give or
receive feedback, resolve differences, and persuade others are just as important as technical competence.
This program gives individuals an easy-to-use model of communication, helps them to overcome common
communication problems, and shows them how to tailor their communication style to work in any situation.

6.

ASSERTIVENESS SKILLS

A BETTER YOU MAKES A BETTER WE. GET THE TOOLS NEEDED TO BUILD THE CONFIDENCE AND CONTROL
NEEDED FOR GETTING WHAT YOU NEED AND SHOWCASING THE BEST YOU CAN BE
Assertiveness Skills are crucial to professional development, as well as other aspects of life. Some of these
skills include asking for what you need, handling confrontations gracefully, and putting ideas forward with
confidence. Not only do these skills improve teamwork, focus discussions, and build relationships, but they
also help individuals to become competent, constructive, confident, and perform at their best. Assertiveness
Skills provides the skill development, practice, and understanding individuals need to learn to how to be
truly assertive.

7.

DEVELOPING POSITIVE RELATIONSHIPS AT WORK

PLAY WELL WITH OTHERS: EVEN WHEN EMPLOYEES HAVE DIFFERENCE, HELP THEM TO FOCUS ON THE
SHARED SUCCESS THAT COMES FROM A UNIFIED TEAM
It’s no secret that the aim of every organization is to hire the best talent. But when it comes to success in
the workplace, Ivy League degrees and decades of professional experience are of no use if individuals fail to
develop and maintain healthy relationships. In other words, when the people in your organization can’t
work together and “play nice,” business is bound to suffer. Developing Positive Relationships is the positive
learning experience your organization needs to ensure that individuals unite around a common mission,
value diversity, rise above personal slights, take responsibility, and cultivate an environment based on trust.

8.

DEVELOPING YOUR DIRECT REPORTS

CREATING SUCCESS FROM THE TOP DOWN. UNCOVER THE HIDDEN SKILLS IN YOUR DIRECT REPORTS IN
ORDER TO SUCCEED
Developing Your Direct Reports is a course in which participants will learn Development Coaching. So what’s
the difference between Performance Management and Development Coaching? Performance management
is focused on eliminating the weaknesses of the past and present. Development coaching, on the other
hand, targets employee strengths as the basis for future performance and the achievement of long-term
goals. And the other major difference? It requires the direct and regular involvement of the manager.

9.

DISC ASSESSMENT

FULL FRONTAL REFLECTION: IT’S HARD TO UNDERSTAND OTHERS, WHEN YOU DON’T KNOW YOURSELF.
UNCOVER WHO YOU ARE, WHAT MAKES YOU TICK, AND WHAT YOU NEED IN ORDER TO ACHIEVE
This lesson gives students an understanding of the concept of self-assessment and its Importance. This is
facilitated through the use of the DiSC Self-Assessment tool, which is designed to identify a person's
behavioral tendencies and needs by highlighting four distinct dimensions: Dominance, lnfluence, Steadiness,
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and Conscientiousness. The lesson begins with the objectives of DiSC and an explanation of the importance
of self-assessment. The rest and bulk of the lesson follows with an informative lecture detailing the key
characteristics of each dimension

10.

DIVERSITY AWARENESS

THE WORKPLACE IS MORE DIVERSE THAN EVER, WHICH MEANS A WEALTH OF EXPERIENCE AND
PERSPECTIVE IS WAITING TO BE DISCOVERED. LEARN TO GROW FROM THE PEOPLE AROUND YOU
Feeling as though you are an outsider can be detrimental to your performance in a work environment that
is becoming increasingly more diverse. Diversity Awareness: Fostering an Environment of Inclusivity,
Sensitivity, and Respect in the Workplace, explores the subtle ways that these limitations occur and how to
combat them by fostering an environment that focuses on building respectful interactions. The program
defines diversity in broad terms, recognizing that people see differences in varying ways from educational
background to personal attributes and experiences, among other areas. Professionals at every level will
learn how to take proactive steps to find and capitalize on unique skills as well as exercise flexible thinking
and seek personal growth.

11.

DYNAMIC DECISION MAKING

YOU’LL NEVER KNOW IF YOUR DECISION IS THE RIGHT ONE UNTIL YOU MAKE IT. BREAKTHROUGH THE FEAR
OF MAKING DECISONS BY LEARNING NEW SKILLS AND TECHNIQUES
Using a case study approach, this course offers a straightforward, easy-to-follow process designed to
improve the way you make business decisions or any decision that can help you reach your goal. Our
decisions and choices shape our professional and personal lives. Sadly, decision-making is seldom taught as
a skill in its own right. This course will present a clear process and user-friendly techniques for making smart
choices.

12.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

13.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.
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14.

EMOTIONAL INTELLIGENCE

KILL ‘EM WITH KINDNESS. LEARN TO SPEAK FROM THE HEART NOT YOUR EMOTIONS IN ANY SITUATION
No doubt technical and task-oriented skills are important to bring to any working environment, but research
has proven that real success comes from those who have honed the soft skill of emotional intelligence. No
organization is without its ups, downs, and of course, turnarounds, which is why emotional intelligence is an
essential aspect for anyone in the working field. In a world of deadlines, organizational changes, limited
resources, and conflicting orders (to name a few stressors), having the ability to control your emotions is
essential to navigating the unavoidably high-stress environment that often shapes the working world. But
it’s not just about taking control of your reactions to emotionally-charged situations. Emotional intelligence
is recognizing your emotional triggers and knowing when and how to use them in a way that enables you to
not only deal with these stressors objectively, but to also develop strong connections with your co-workers.
Emotional Intelligence: A Scientifically Proven Method for Developing the Skills of Success introduces the
four essential aspects to honing this soft skill - intrapersonal skills, interpersonal skills, adaptability, and
resilience - and strategies for developing each; helping you to confront issues, tackle problems, and manage
change and stress with composure and clarity.

15.

EMPLOYEE ENGAGEMENT

GO BEYOND EXPECTATIONS, SHOW THEM WHAT IT MEANS TO BE DRIVEN AND A TEAM PLAYER
The most successful organizations realize that productivity is driven by employees who don't just do their
jobs, but who are committed to organizational goals and who put forth the discretionary effort to go above
and beyond what is required of them—in other words, by employees who are highly engaged. Clearly,
employee engagement is much more than the result of finding interest in one's work; rather, it is about the
organization's ability to establish a foundation of trust, respect, and appreciation. Companies that come up
short in these or other areas, such as establishing clear, consistent priorities, run the risk of losing some of
their best workers. So how do you effect an environment that circumvents potential shortcomings and
encourages employee retention?

16.

EMPLOYEE MOTIVATION

ARE MONDAYS A DRAG IN YOUR OFFICE?
The Employee Motivation workshop will give participants several types of tools to become a great
motivator, including goal setting and influencing skills. Participants will also learn about five of the most
popular motivational models, and how to bring them together to create a custom program.

17.

EMPLOYEE ONBOARDING

DON’T MISS THE OPPORTUNITY TO BUILD RELATIONS WITH YOUR EMPLOYEES EARLY AND MAKE THEM
INTO YOUR BEST ADVOCATES
Through Employee Onboarding, you will find it lowers costs related to employee turnover. It will increase
productivity and produce a happier and more skilled workforce. The new hire phase is a critical time for the
employee and company and having a structured set of procedures will make this time run smoother and
produce a greater chance of success.
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18.

EMPLOYEE RECRUITMENT

JUST AS CUSTOMERS ARE THE NUTRIENTS THAT FEED THE COMPANY, EMPLOYEES ARE THE LIFE BLOOD.
HIRE WORKERS THAT WILL KEEP THE BLOOD PUMPING AND THE COMPANY THRIVING.
Hiring a new employee is one of the largest investments you can make in business. That is why hiring the
correct employee is so important. Hiring the right employee is more important than ever, as training can be
very expensive. Employee turnover costs companies a lot of money each year. This course will provide the
Employee Recruitment that your hiring department need to help them interview and recruit the right
employee for you.

19.

ETHICS IN THE WORKPLACE

TAKE THE GUESSWORK OUT OF ETHICS AND DEVELOP A TEAM WITH THE CONFIDENCE AND INTEGRITY TO
DO THE RIGHT THING
An ethical workplace establishes a solid foundation for organizational behavior, cultivates better teamwork
and productivity, creates consistent standards for company offerings, ensures the legality and enforcement
of corporate policies, and supports company growth and reputation. This program explores how workplace
ethics should be developed, how to create the standards and policies that support them, how employees
can be trained and managed to follow and support these standards, and how to deal with problems where
ethics are concerned.

20.

EXECUTIVE AND PERSONAL ASSISTANTS

DEVELOP YOUR REPUTATION AS A SKILLED, POLISHED ASSISTANT WHO SUPERCEDES EXPECTATIONS
Our Executive and Personal Assistants workshop will show your participants what it takes to be a successful
assistant. Participants will learn what it takes to effectively manage a schedule, organize a meeting, and
even how to be a successful gatekeeper. Being an Executive or Personal Assistant takes a special skill set
and this workshop will provide your participants with the necessary tools.

21.

FACILITATION SKILLS

LEARN TO MASTER THE ART OF FACILITATION BY ENGAGING AND INFLUENCING YOUR TEAM TO MEET
GOALS AND OBJECTIVES
The Facilitation Skills workshop can help any organization make better decisions. This workshop will give
participants an understanding of what facilitation is all about, as well as some tools that they can use to
facilitate small meetings. A strong understating of how a facilitator can command a room and dictate the
pace of a meeting will have your participants on the road to becoming great facilitators themselves.

22.

FUNDAMENTALS OF EFFECTIVE FACILITATION

LEARN THE BASIC PRINCIPLES OF FACILITATION WITH THIS HANDS-ON COURSE IN FACILITATION
Many people find themselves asked to lead training because they are experts on the training topic. But,
knowing something and teaching others are two very different things. This program will give you the skills
to facilitate a training session effectively. You’ll understand how adults learn and how different styles of
learning appeal to different predispositions, or preferences for learning. You’ll also come away with tips and
strategies for making your presentations engaging and interactive.
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23.

GETTING TO YES: SUCCESSFUL SALES NEGOTIATION

GETTING WHAT YOU WANT AND NEED CAN BE NEGOTIATED IF YOU HAVE THE SKILLS AND TOOLS TO GUIDE
YOU
The difference between selling and negotiating can be the difference between winning or losing the sale.
While selling requires persuasiveness, negotiation is principally about problem solving, and developing
creative solutions to challenges. Learn to identify negotiation styles in yourself and others, and how to use
negotiation during the sales process to get to “yes.” Through skill building exercises and role play, you will
learn how to plan and conduct effective negotiations, to respond to difficult questions and obstacles, and
finally, close the deal.

24.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

25.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

26.

HOW TO HANDLE CHANGE AND UPHEAVAL

IN LIFE, WE FACE DEATH, TAXES, AND CHANGE. DON’T LET CHANGE BE THE DISRUPTION IN YOUR LIFE
Change is a certainty in today’s environment. The key to surviving and thriving is to take a proactive
approach to change. This program provides the tools to assess typical attitudes toward change, intervene in
the change cycle with positive strategies, and combat change-related stress.

27.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately. From
minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives individuals the
tools they need to control physical responses, reframe thinking, handle accidental outbursts, and learn longterm strategies for channeling emotions productively.
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28.

HUMAN RESOURCE MANAGEMENT

FEELING OVERWHELMED BY THE MASSIVE TASKS OF MANAGING HUMAN RESOURCES?
The Human Resource Management workshop will give managers the basic tools to handle numerous human
resource situations such as interviewing, orientation, safety, harassment, discrimination, violence,
discipline, and termination. This workshop will provide your participants those skills and assist them with
certain Human Resource situations.

29.

IDEAS INTO ACTION

LEARN HOW TO PUT YOUR CREATIVE IDEAS INTO ACTION
Innovation is a term that tends to make people uncomfortable. That's because it's surrounded by common
myths and misconceptions, such as "only creative people can be innovative," and "I don't know how to be
innovative." Simply put, the goal of innovation is to introduce something new or to make something better.
But that doesn't mean it has to be complex or difficult. Whether it's improving customer return policies or
developing high-tech products, innovation can happen anywhere in an organization — and by anyone. Part
of the Reproducible Training Library, Ideas Into Action: From Creativity to Innovation dispels the myths and
misconceptions surrounding innovation and guides people and teams through the innovation process, from
generating good ideas and encouraging creativity to developing a plan and implementing new concepts.

30.

IMPROVING WORK PROCESSES

MAXIMIZE THE TIME YOU SPEND ON THE CLOCK
Improving Work Processes suggests a strategy for applying process management to the routine and
recurring work of an organization as a tool for dealing with shrinking resources. Participants will have the
opportunity to identify and begin implementation of critical changes that will transform core processes to
create customer value.

31.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others,
express their feelings directly but appropriately, and have a capacity for developing meaningful
relationships. All of these traits are very important aspects of a collaborative, high achieving workplace. This
program offers you techniques to increase and develop your emotional intelligence. It guides you through
proven methods to apply emotional intelligence in the workplace to enhance employee relationships and
increase productivity.

32.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.
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33.

INTERPERSONAL SKILLS

LEARN TO CONNECT INTERNALLY AND EXTERNALLY TO MAXIMIZE YOUR INFLUENCE WITHIN YOUR
ORGANIZATION AND NETWORK
The Interpersonal Skills workshop will help participants work towards being that unforgettable person by
providing communication skills, negotiation techniques, tips on making an impact, and advice on networking
and starting conversations. They will also identify the skills needed in starting a conversation, moving a
conversation along, and progressing to higher levels of conversation.

34.

LABOR RELATIONS: INTEREST BASED BARGAINING

NAVIGATE THE RED TAPE OF NEGOTIATIONS WITH INTEREST BASED BARGAINING TECHNIQUES
Increased focus on labor/management partnership has begun to change the informal, if not official,
definition of "bargaining." Associated terms such as "traditional" and "interest-based" seem to cloud the
issue. Many supervisors, managers, employees and union representatives are skeptical of the interest-based
approach. Some of that skepticism may stem from not fully understanding the concept, some from
resistance to the need for new skills and attitudes, while some may stem from negative experiences with
other types of negotiations. The ability to find common ground, to reach agreement, and to put positions
aside has become increasingly important as the Agency strives to become more efficient. This workshop
provides an overview of the tools and techniques necessary to reach high value negotiated decisions in
support of agency/organizational goals.

35.

LEADERSHIP 101

LEARN THE PRIMARY QUALITIES OF EFFECTIVE LEADERSHIP
Great leaders aren’t just born that way—they must learn how to lead and influence others through
experience, mentoring, and training. By addressing everything from trust to perception to attitude,
Leadership 101 is a training program that gives both newly emerging and experienced leaders and managers
the tools and techniques for developing and refining their skills. The bottom line? This learning resource will
help your organization retain employees and clients, make better decisions, and improve performance.

36.

LEADING THROUGH CHANGE

LEARN TO EFFECTIVELY MANAGE ORGANIZATIONAL CHANGE
Change management is the art and science of guiding an organization and its people through the
predictable transitions from current reality to a preferred future position. Change manifests in various forms
with diverse results and emotions, but there are two things that you can count on: change won’t go away; it
will only increase and you and the people around you need to learn to embrace change. In this program, you
will be taught to identify different reactions to change so that you will be better prepared to help
employees through it. You will design a plan to help others through change and apply that plan by aligning
systems and structures within your organization to better meet the needs of employees experiencing
change.

37.

LEADING TODAY’S WORKFORCE: A STEP-BY-STEP GUIDE TO BUILDING LEADERSHIP
SKILLS

LEARN TO DISTINGUISH LEADERSHIP SKILLS FROM MANAGEMENT SKILLS AND MAXIMIZE YOUR INFLUENCE
WITHIN YOUR NETWORK
Being a manager and being an effective “leader” are very different skill sets. This course will help you learn
what the biggest differences are between managers and leaders, how to put the leadership building blocks
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into place and how to adapt the language of influence. Some of the areas covered will be: the ideal leader,
support systems, risk-taking, vision, relationship building, and listening effectively. This course is a must for
those managers who really want to make a difference!

38.

LEARNING TO MANAGE

DISCOVER THE TOOLS AND TECHNIQUES OF EFFECTIVE MANAGEMENT
Learning to Manage walks you through the process of successful management by introducing the tools and
techniques for effectively handling five target areas — people, projects, performance, problems, and even
personal development because successful management starts with being able to manage yourself. Each of
these areas is essential to minimizing the stress associated with the transition from individual work as you
learn to delegate, communicate, and most of all, develop your employees — laying the foundation for
productivity and organizational success.

39.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

40.

MANAGING CONFLICT

LEARN TO USE CONFLICT AS A CATALYST FOR DISCOVERY OR OPPORTUNITY
Conflict occurs in all aspects of our lives. In many cases, the people involved in the conflict are unable to
manage the situation effectively. Those who can successfully manage conflict in the workplace demonstrate
unique interpersonal and communication skills. This workshop is designed to add to and strengthen those
skills and support participants in becoming more effective.

41.

MANAGING MANAGERS

IMPROVE YOUR VALUE BY IMPROVING YOUR LEADERSHIP SKILLS AND EFFECTIVELY MANAGING YOUR
BUSINESS
Managing managers takes courage, and in this course we give you a simple, but effective two-pronged
approach focusing on developing your business strategy, while also improving your leadership skills.
Balancing daily tasks with long-term strategic thinking. If you have managers reporting to you, lots of their
stuff ends up being fires for you to put out. Your direct reports may manage a wide variety of functions, and
it's difficult for you to create a sense of unity and cohesiveness for your entire group. If you're typical of
most mid-level managers (and of most people!), you would just as soon ignore sticky situations such as
dealing with difficult people. In fact, you may even back away.

42.

MANAGING REMOTE/OFFSITE EMPLOYEES

MAXIMIZE YOUR TEAM’S PERFORMANCE BY COLLABORATIVELY BUILDING YOUR VIRTUAL WORKFORCE
Organizations are buzzing about the potential benefits and competitive advantage an offsite workforce has
to offer. Decreased turnover and absenteeism. Improved retention. Cost reduction. Access to a larger pool
of talent. And there are perks for the individual too, including increased flexibility, independence, and a
better work-life balance. But let's face it. Managing a remote workforce takes more than smartphones,
WiFi, web cams, and expense allowances. It requires the right employees in the right jobs with the right
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skills and the right resources. And it also requires managers with the know-how to communicate effectively,
maintain a sense of community, cultivate teamwork and develop relationships built on trust.

43.

MANAGING STRESS

LEARN TO ACHIEVE BALANCE AND MINIMIZE THE IMPACT OF STRESSORS IN YOUR PROFESSIONAL AND
PERSONAL LIFE
Explore strategies for managing stress and minimizing its effects. This program provides a look at the
stress cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and
gain renewed energy and enthusiasm.

44.

MANAGING TEAMS

BECOME THE BROKER OF YOUR TEAM’S SUCCESS
Leading a team is a big responsibility. The effectiveness of the team depends in large part on the quality of
your management skills. This program gives you the tools to help ensure that your team runs efficiently
while maintaining a high level of motivation and satisfaction among individual team members. Topics
covered include developing and using a project plan, establishing accountability among team members,
conducting meetings efficiently, helping the team make good decisions, handling conflict productively and
rewarding team accomplishments appropriately.

45.

MANAGING YOUR EMOTIONS

EVER FIND YOURSELF GETTING EMOTIONALLY ATTACHED OR INVOLVED IN YOUR WORK? LEARN TO
IDENTIFY THE WARNING SIGNS AND PROTECT YOURSELF FROM A BREAKDOWN.
In a world full of budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people
to manage their emotions. After all, we’re only human. From minimizing frustration to conquering negative
self-talk, Manage Your Emotions gives individuals the tools they need to control physical responses, reframe
thinking, handle accidental outbursts, and learn long-term strategies for channeling emotions productively.

46.

MANAGING WORKPLACE ANXIETY

SET BOUNDARIES AND CREATE A POSITIVE WORKPLACE ENVIRONMENT TO MINIMIZE ANXIETY AND
MAXIMIZE PRODUCTIVITY
Our Managing Workplace Anxiety workshop will provide your participants the important skills and resources
to recognize and manage workplace anxiety. By identifying these symptoms and coping skills employees and
managers will be better suited in dealing with these common situations. Through this workshop your
participants will be better suited to the challenges that the workplace can bring.

47.

MARKETING BASICS

IT’S ALL ABOUT THE PRESENTATION: LEARN THE TOOLS OF THE TRADE AND PRESENT ENGAGING
COMMUNICATIONS
Marketing Basics will provide the basic knowledge to your participants, and give them the ability to build
and grow your business. Marketing has changed a lot recently and having a new perspective will give your
participants the needed information to assist them in their marketing decisions. No matter what your
product or service is, your business will benefit with a better understanding of marketing.
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48.

MEASURING RESULTS FROM TRAINING

LEARN TO MEASURE THE EFFECTIVENESS OF TRAINING COURSES WITH OUR PROPRIETARY TOOLS AND
TECHNIQUES
In our Measuring Results from Training course, participants will learn about the different ways to evaluate
training progress and how to use those results to demonstrate the results that training brings. Once the
training has been evaluated, modify and update the curriculum to create a content that is better suited for
the participants as needed.

49.

MEDIA AND PUBLIC RELATIONS

UNCOVER THE SECRETS TO EFFECTIVELY COMMUNICATING YOUR MESSAGE TO THE WORLD
Media and Public Relations is the most successful method of communicating your value to those around
you. Furthermore, good networking skills enable you to tap into those relationships you already have and
increase the scope of your network. The larger the scope the more people knows you and offers you
opportunities.

50.

MYERS BRIGGS TYPE INDICATOR (MBTI)

EVER WONDER HOW OR WHY YOUR PERSONALITY CLASHES OR MESHES WITH OTHERS IN YOUR
PROFESSIONAL OR SOCIAL NETWORKS? LEARN TO IDENTIFY THE KEY FACTORS THAT IMPACT AND
INFLUENCE BEHAVIORS WITHIN YOUR WORLD
This course introduces the basic concepts of the Myers Briggs Indicator; participants will learn their
Personality type. Participants will understand how various personalities process information, take in data,
perceive themselves and others, make decisions, and relate to the world around them. These characteristics
of each MBTI type may arise as possible conflicts within the work environment and how to mitigate and
resolve are uncovered.

51.

MAINTAINING WORK/LIFE BALANCE

DO YOU FEEL LIKE YOU ARE EXISTING INSTEAD OF LIVING YOUR LIFE? LEARN TO DEVELOP AND MAINTAIN A BALANCE IN YOUR LIFE
Fulfilling the demands of the workplace creates consequences at home. Meeting your personal and family
needs has an impact at work. Creating a balance between the two is not always easy. The “right” balance is
a very personal thing and will change for each person at different times of his or her life. For some people
the issue is being able to find more work rather than having too much work. There is no “one size fits all”
solution. One thing is for certain, balanced professionals make happier employees, and happier employees
make stronger, more productive professionals. This program helps you identify your current state of
work/life balance, assesses what you need to create more balance and assists in developing an action plan
that will generate positive outcomes for both you and your organization.

52.

MEDIA COMMUNICATIONS

LEARN TO SHED PERSONAL EMOTIONS AND PROVIDE EFFECTIVE, FACTUAL COMMUNICATIONS
This skill-based workshop is designed to enhance the communication skills of professionals who
communicate directly with the public. The course focuses on effectively presenting the facts of a given
situation, and your organization’s position relative to those facts. Emphasis is placed on understanding
strategies, format, style, procedures, and processes necessary to communicate in the public affairs arena.
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53.

MENTAL MODELS

LEARN TO MANAGE PERCEPTIONS AND INFLUENCE YOUR TEAM TO IMPROVE PERFORMANCE
Powerhouse organizations have one thing in common. They know how and when to challenge conventional
wisdom so that they always stay one step ahead. Even more, they know that complacency is a recipe for
disaster. That’s because they’re equipped to anticipate change, sense industry swings, and meet client
demands, maybe even before the client recognizes a need. But this skill isn’t limited to the Fortune 100. Big,
small, or somewhere in between, your organization can gain a competitive advantage with the right
mindset. Each one of us has a perception of reality about how the world works—a mental model. Like an
internal hard drive, they provide understanding, guide thinking, and direct decision making. Built from
everyday experiences, outside influences, and rewards such as money and success, mental models can be
both beneficial and detrimental to success. And just as technology shifts and advances, so does the need for
individuals, teams, and organizations to update, flex, and reconstruct mental models to improve
performance.

54.

MOTIVATING EMPLOYEES TO BE THEIR BEST

ACTIONS SPEAK LOUDER THAN WORDS – LEARN TO LEAD BY EXAMPLE AND IMPROVE PERFORMANCE
THROUGH MOTIVATION
The basic premise of this program is that motivation is not something you do to others; people motivate
themselves. This program is not about traditional extrinsic motivation techniques such as rewards,
incentives, salary, etc. These use a carrot or stick approach that tries to get employees to change their
behavior based on external factors. This program is about helping managers and supervisors create the
appropriate climate that fosters positive feelings and eliminates obstacles, then employees will be
intrinsically motivated. The three elements of this type of climate are community, influence and openness.
The program focuses on providing the skills and techniques you will need to help groups develop a sense of
community, to acquire influence over their work-related actions, and to enjoy the openness of shared
information and feelings.

55.

MULTI-GENERATIONAL WORKPLACE

LEARN TO IDENTIFY AND ADDRESS MULTI-GENERATIONAL ISSUES WITHIN YOUR ORGANIZATION
Today’s generationally-diverse workforce brings a variety of skills, knowledge, and experience to the
organization. However, finding ways to connect effectively with the various generations within the
workplace can be challenging. Through This program, gain a better understanding of the four generations
that make up the current workforce — Veterans, Baby Boomers, and Generations X and Y — and how their
unique experiences and expectations impact their views and performance in the workplace. Learn
techniques that foster respectful communication with all groups.

56.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher productivity.
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With realistic examples and role-playing activities, this program helps participants as they prepare, carryout, and close difficult conversations in the most productive manner—leading them to embrace, rather
than fear confrontation and produce long-lasting benefits for both the employee and organization.

57.

OFFICE POLITICS

POLITICS DOESN’T HAVE TO BE A BLOODSPORT. FIND THE BENEFITS OF BEING POLITICALLY SAVVY
Office politics often stirs up negative images and memories of bad experiences. Learn about negative tactics
and the positive side of office politics. Discover how to use office politics to your advantage while being
true-to-yourself.

58.

OFFICE POLITICS FOR MANAGERS

THERE’S NO GETTING AROUND OFFICE POLITICS, BUT YOU CAN HELP YOUR EMPLOYEES NAVIGATE THE
LANDSCAPE TO THEIR BENEFIT
Office Politics is about creating and maintaining better relationships and communicating and working with
your peers and colleagues in a way that is mutually beneficial. Employees who understand the positive
aspects of Office Politics are better team members and end up being more successful and productive.

59.

ORGANIZATIONAL TRUST-BUILDING

LEARN TO BUILD TRUSTWORTHY RELATIONSHIPS WITHIN YOUR ORGANIZATION
When talking about trust in the workplace, there are two levels of trust that are in play: organizational trust
and personal trust. Many times these two levels are intertwined and are hard to tell apart. Leaders within
your workplace often have an incredible amount of influence over the culture of trust in your organization.
This program will teach you the benefits and behaviors that will inspire a trusting culture, recognize and
practice the Five Pillars of Trust, and regain trust that has been lost. Trust is the key to a cohesive and
collaborative organizational culture.

60.

PERFORMANCE MANAGEMENT

LEARN THE TOOLS AND TECHNICQUEST TO BUILD AND SUSTAIN PERFORMANCE FROM YOUR KEY
EMPLOYEES
This Performance Management program teaches you the basic concepts of a performance management
system and the means needed for building and implementing a performance strategy within your
organization. This understanding empowers you to translate your strategy into actions that can be
measured and monitored throughout your organization.

61.

PERSONAL PRODUCTIVITY

DEVELOP THE CORE MOTIVATIONAL DRIVERS WITHIN YOUR PERSONNEL TO ENHANCE THE SUCCESS OF
YOUR ENTIRE TEAM
Personal Productivity is a goal most of us have. Through this workshop your participants will be on the right
track in achieving that goal. Some people blame everything that goes wrong in their life on something or
someone else, but through this workshop your participants will take ownership and begin to lead a more
productive life.
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62.

PREVENTING WORKPLACE HARASSMENT

DON’T GET BURNED BY HARASSERS – LEARN TO IDENTIFY AND EXTINGUISH ISSUES BEFORE THEY DEVELOP
In this harassment prevention program, you’ll learn the answers to all of your questions about dealing with
harassment in the workplace. You’ll read about real cases, learn some tips and tools for dealing with
situations that may come up, and implement steps to prevent the occurrence of harassment.

63.

POSITIVE APPROACHES TO RESOLVING PERFORMANCE PROBLEMS

BOOST PERFORMANCE WITHIN YOUR TEAM BY BUILDING ON THE STRENGTHS AND MITIGATING THE
WEAKNESSES
Countless organizations have some sort of goal-setting plan, and many managers do some sort of coaching.
However, when the situation gets sticky with employees not performing up to established goals, many
managers become uncertain how to handle the situation effectively. In this program you will learn how to
define and identify problem employees or non-performers and then create a plan that will encourage
employee buy-in and carry out a disciplinary session that will work for both you and your employees.

64.

RESILIENCE

LEARN THE ART OF ADAPTATION AND RECOVERY WITH THIS HANDS-ON WORKSHOP IN RESILIENCE
Conflict, change, and stress are a regular part of everyday organizational life. The key to employee survival is
resilience, the ability to bounce back after adversity. Being resilient doesn't prevent tough challenges from
happening, but it does provide individuals with the strength and wherewithal to recover and move on time
and time again. Developing resilience is a lot like engineering a building to withstand an earthquake. It
requires a solid foundation and a flexible structure that won't crack or crumble under pressure. In human
terms, it translates into self-esteem, connections with others, mental agility, and effective coping strategies.

65.

RESOLVING CONFLICT AT WORK

YOU CAN’T ALWAYS DAM A RIVER BUT YOU CAN IRRIGATE IT. WHEN CONFLICT IS INEVITABLE, DIVERT IT
TOWARDS A POSITIVE OUTCOME
Conflict is an inevitable part of work. Whether between individuals or teams, at some point, conflict will
arise and need to be addressed. But resolving conflict doesn’t need to be a negative experience – in fact,
managing conflict can be a catalyst for positive change. This program explores various work relationships
and their impact on the employee, how business relationships can be managed to avoid unnecessary
conflict, how to use effective resolution steps when conflict occurs, and how to deal with difficult people
when managing conflict.

66.

RETENTION: ATTRACTING AND KEEPING YOUR BEST

CREATE ORGANIZATIONAL BALANCE THAT ATTRACTS BRIGHT EMPLOYEES WHO ARE EXCITED TO GROW
YOUR COMPANY WITH YOU
Managing people can be one of the hardest jobs in the world. Trying to meet the needs of a group of people
and make them feel comfortable and at ease, all while maintaining a productive environment may seem
impossible, but it’s not! Taking retention seriously can, in the end, be the best management tactic that you
have ever tackled. This program will offer you methods and procedures that will attract and keep the best
employees and also allow you to measure and communicate the benefits and costs of a retention strategy
for your organization.
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67.

SAFETY IN THE WORKPLACE

DON’T MISS THE OPPORTUNITY TO ENGAGE YOUR EMPLOYEES IN MAINTAINING A SAFE WORKPLACE
THROUGH REWARDING PROGRAMS AND BEST PRACTICES
Our Safety in the Workplace course will be instrumental in reviewing common hazards, safety techniques
and after completion; your participants will have the tools to help them create a Safety policy for your work
place. By identifying and anticipating hazards, employers can prevent injuries and keep employees safe.

68.

SANDWICH GENERATION: BALANCING HOME, ELDERCARE, AND WORK

MAXIMIZE THE SKILLS, EDUCATION, AND EXPERIENCE OF THE BABYBOOMERS BY PROVIDING A FLEXIBLE
WORKING ENVIRONMENT TO MEET THEIR COMPETING PRIORITIES
What is “The Sandwich Generation”? This term refers to the 44 percent of the population between the age
of 45 and 55 that is sandwiched between children still living at home and elder care responsibilities. This
group, once called the Baby Boomers, is facing a new demographic trend. For the first time in our history,
Americans, as a population, have more parents than children, and as a result are experiencing the
enormous pressures of having to care for this growing group of dependent relatives. This program helps you
recognize the special needs of this group within the workplace, while also giving applicable tips and tools to
maintain a healthy, balanced lifestyle.

69.

SECRETS TO MANAGEMENT SUCCESS

LEARN THE ART OF TREATING YOUR TEAM AS PROFESSIONALS WHO ARE CAPABLE OF MAKING DECISIONS
AND PERFORMING THE TASKS YOU HIRED THEM TO DO
The big secret to management success is to treat employees as responsible adults. The really big secret: this
is not unlike the process of raising children to be responsible adults — set them up for success by giving
them small tasks/problems they have a good chance of handling well; don’t jump in and rescue them when
trouble arises; instead, let them learn from their mistakes. This program offers skills and tools to help
managers develop responsible employees, decrease struggles and conflict, encourage “accountable
moments” as learning opportunities and provide appropriate workplace counseling when needed. All the
secrets will be revealed!

70.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: FUNDAMENTALS OF THE SALE

IT’S NOT ROCKET SCIENCE: LEARN THE TOOLS, TECHNIQUES, AND CUES THAT GENERATE REVENUE
The Sales Fundamentals workshop will give participants a basic sales process, plus some basic sales tools,
that they can use to seal the deal, no matter what the size of the sale. Your participants will become more
confident, handle objections, and learning how to be a great closer.

71.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: COACHING FOR PERFORMANCE

EVERY GOOD PLAYER NEEDS A GREAT COACH. GUIDE YOUR TEAM TO SUCCESS THROUGH PROVEN
DEVELOPMENT TECHNIQUES
Ask any manager about sales coaching, and you’re likely to see them roll their eyes in response. Why?
Because most managers claim they don’t have the time, the skills, the patience, or the need to do it. But in
reality, creating a coaching culture will fundamentally change the way business is done. It will enable your
organization to develop the potential of its sales team, retain its top performers, and multiply sales. And
guess what? Coaching doesn’t involve hours of classroom time, role playing, or a retreat at a faraway
conference center. In fact, it’s not that at all. Coaching is about building a trust-based relationship that’s
focused on mutual growth, a little know-how about personal style, the ability to be flexible, and knowing
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when to seize everyday moments as learning opportunities. The seventh module of the in-depth Business
Development/Sales training series, Coaching for Performance targets the skills sales managers need to be
effective coaches throughout the selling process, from high-level planning in the early stages to tactical
decision making later in the cycle.

72.

SEXUAL HARASSMENT

STOP HARASSMENT IN ITS TRACKS! LEARN THE SIGNS OF A PROBLEM AND WHAT TO DO IF AN EMPLOYEE IS
IN JEOPARDY
More than half of all workers have experienced sexual harassment on the job. The resulting cost to
companies can be thousands or even millions-of dollars. This program provides practical guidelines to help
organizations understand what sexual harassment is, how to handle it when it occurs, and how to avoid it in
the first place.

73.

SKILLFUL COLLABORATION

“PLAYS WELL WITH OTHERS” GOT YOU THROUGH SCHOOL. NOW LET IT MAKE YOU A “MOST VALUABLE
PLAYER” ON THE WORK TEAM
The benefits of collaboration are significant, both for individuals and organizations. That is, when things run
smoothly. But there’s much more to collaboration than working side-by-side with people. Skillful
Collaboration: Working Successfully with Others to Achieve a Common Goal is a classroom training program
that helps individuals to structure an effective process that enables them to develop harmonious and
productive working relationships, from setting common objectives to troubleshooting obstacles and building
networks.

74.

SOCIAL INTELLIGENCE

YOU DON’T HAVE TO BE A SOCIAL BUTTERFLY TO TAKE YOUR PEOPLE SKILLS TO NEW HEIGHTS. LEARN THE
ART OF INTERACTING
Increasing Social Intelligence will provide benefits throughout their professional and personal lives. It is a
fantastic tool for coaching and development as people will learn “people skills”. Improving social skills
through active listening, understanding body language, and being more empathic will give your participants
the advantage in their interactions. Social interactions are a two way street, know the rules of the road!

75.

SOCIAL LEARNING

GROW YOUR ABILITY TO KEEP THE LEARNING PROCESS GOING IN GROUP SETTINGS
We are continually placed in social learning situations. Whether we are continuing education, learning new
skills at work, or participating in a club, learning often takes place in social settings. By fully understanding
the process of social learning, it is possible to enhance both social and learning skills to reap the full benefits
of any social learning situation.

76.

SUCCESSFUL COACHING, THE COACH APPROACH

COACHING IS THE BEDROCK OF SUCCESS, IF YOU LAY THE RIGHT FOUNDATION. LEARN THE SKILLS TO HELP
EMPLOYEES ACHIEVE MORE
Most managers are aware that the old school “command and control” method of supervising simply
isn’t as effective as involving employees in their development. From identifying an appropriate coaching
approach and implementing a comprehensive development plan to conducting an effective coaching
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session and setting meaningful goals, this program provides coaches with the tools and techniques they
need to improve their employees’ performance.

77.

SUPER MANAGER

BE A SUPER HERO TO YOUR STAFF BY IMPROVING YOUR SKILLS TO SOAR TO SUCCESS
As a manager, overseeing employee performance is an essential obligation. Yet, it’s more than just ensuring
a timely schedule of operations and quality production. Organizations that surpass expectations with
unmatched success ensure employees receive the necessary support, resources, and guidance to get the
job done. In a study on employee retention, a number of respondents pointed the finger back at their
manager citing behaviors such as a lack of recognition and an inability to meet commitments as some of the
top reasons for quitting. It takes a special manager to increase employee engagement and satisfaction in
the workplace—it takes a super manager.

78.

SUPER MANAGER

BE A SUPER HERO TO YOUR STAFF BY IMPROVING YOUR SKILLS TO SOAR TO SUCCESS
As a manager, overseeing employee performance is an essential obligation. Yet, it’s more than just ensuring
a timely schedule of operations and quality production. Organizations that surpass expectations with
unmatched success ensure employees receive the necessary support, resources, and guidance to get the
job done. In a study on employee retention, a number of respondents pointed the finger back at their
manager citing behaviors such as a lack of recognition and an inability to meet commitments as some of the
top reasons for quitting. It takes a special manager to increase employee engagement and satisfaction in
the workplace—it takes a super manager.

79.

SUPERVISING IN AN AUTOMATED ENVIRONMENT

MAN VS. MACHINE – YOU CAN MANAGE BOTH SUCCESSFULLY WITH THE RIGHT BALANCE OF TIME AND
ATTENTION
Today’s work environment often includes high-tech oversight with traditional supervision skills. This course
provides strategies for balancing computer-based documentation and reporting with the face-to-face
coaching and encouragement your employees need to do their best work. You will learn how to establish a
regular schedule that combines both “open door” hours for your employees and colleagues and “closed
door” hours for concentrating on your computer work. As a result, you will maintain visibility and
relationships while ensuring the highest quality of your technical oversight work.

80.

SUPERVISING OTHERS

INCREASE YOUR COMPETENCE AND CONFIDENCE AS A LEADER WITH PROVEN TECHNIQUES TO HELP YOU
TAKE CHARGE
The Supervising Others workshop will help supervisors become more efficient and proficient, with
information on delegating, managing time, setting goals and expectations (for themselves and others),
providing feedback, resolving conflict, and administering discipline.

81.

TAKING CONTROL OF CONFLICT

WARD OF CONFLICT BY ARMING YOURSELF WITH NEW TOOLS, COMMUNICATION TECHNIQUES, AND
CONFIDENCE
Recent studies reveal that employees exhaust almost three hours each week dealing with workplace
conflict. At an annual cost of $359 billion in paid hours, organizations can’t afford these losses. But with the
proper training, people can learn how to handle conflict maturely and collaboratively—and maybe prevent
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it altogether. A classroom training program, Taking Control of Conflict introduces the different types of
conflict, shows individuals how to communicate clearly and tactfully, explores appropriate resolution
strategies, and establishes a common-sense approach for preventing unnecessary conflict.

82.

TALENT MANAGEMENT

PLUG THE TALENT “BRAIN DRAIN” BY FINDING, NURTURING, AND RETAINING THE RIGHT PEOPLE
We all know that training and retraining costs money and Talent Management can reduce these costs.
Recruiting the correct people, and keeping a talented workforce is a priority in today's business
environment. Having a talented group of employees has always been a key to success; it will translate into
cost savings and higher productivity. Talent Management is the investment that will pay dividends over the
course of its use.

83.

TALK LIKE A LEADER

USE YOUR LEADERSHIP VOICE: CONVEY IDEAS AND STRATEGIES WITH THE PRECISION AND CONFIDENCE
NEEDED TO GET THINGS DONE
Successful leaders know there is more to communication than talk alone. It requires the ability—and the
confidence—to effectively convey the organization’s vision, express competence, cultivate relationships,
and offer support to others. Talk Like a Leader is a classroom training program that targets the
communication most essential for effective leadership and empowers leaders to excel at communicating
with their employees.

84.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues.

85.

TELEWORK AND TELECOMMUTING

WORKING IN YOUR PJ’S SOUNDS LIKE A DREAM, BUT IF YOU DON’T KNOW SOME OF THE PITFALLS OF
TELEWORKING, IT CAN QUICKLY BECOME A NIGHTARE. GET THE INSIDE INFO ON TELEWORK SUCCESS
Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional
challenges created by not being in a centralized office. Communication issues alone make it a challenging
job, and recognizing these challenges will help the participants become great teleworkers. Learn the ropes
with the Telework and Telecommuting workshop.

86.

TRADE SHOW STAFF TRAINING

SEAL THE DEAL BY BECOMING A TRADE SHOW SUPER STAR! LEARN HOW TO MAKE CONNECTIONS WITH
POTENTIAL CUSTOMERS AND LOCKIN THOSE DEALS
Make sure your staff has the right tools to succeed with our Trade Show Staff Training course. A successful
trade show will benefit your company on many levels. The most basic statistic is that it can cost half as much
to close a sale made to a trade show lead as to one obtained through all other means. Get your staff trained
and get to that trade show!

VOY STRATEGIES, LLC

117

87.

TRUE COLORS

EMBRACE THE RAINBOW: LEARN HOW EACH TEAM MEMBER’S PERSONALITY AND TRAITS – AKA THEIR
COLORS – CAN MELD TOGETHER TO MAKE A KALEIDOSCOPIC OF RESPECT, MOTIVATION AND SUCCESS
This workshop is built around the True Colors® Communication System that, for over 20 years, has assisted
people in finding more success in their endeavors. It reinforces some of the most important skills necessary
to succeed at work. These include personal respect, dignity, a sense of worthiness and capability, positive
communication, the ability to motivate others, successful teamwork, and the prevention and resolution of
conflict.

88.

VIRTUAL TEAM BUILDING AND MANAGEMENT

HOW TO BE A TEAM PLAYER, WHEN THE REST OF YOUR TEAM IS HALF A WORLD AWAY
With a virtual team you have the normal issues of a localized team, with the additional challenges of
distance and cultural differences. Virtual Team Building and Management will give you participants the
knowledge to work with these challenges and succeed in a growing global workforce.

89.

VIOLENCE IN THE WORKPLACE

KNOW THE SIGNS BEFORE “A LITTLE TROUBLE AT WORK” TURNS INTO SOMETHING DANGEROUS. LEARN
HOW TO SPOT POTENTIAL PROBLEMS, CALM A SITUATION AND RECOVER FROM WORKPLACE VIOLENCE
Chances are you or someone you know has directly experienced workplace violence. Workplace violence
litigation has dramatically increased in recent years. In this program you will understand the most common
causes of workplace violence, recognize warning signs, and practice de-escalating a potentially dangerous
situation before it erupts. If you do find yourself in a crisis, the program teaches you how to handle it
effectively and manage the aftermath to restore a sense of normalcy in the workplace.

90.

WHAT CUSTOMERS REALLY WANT

THE CUSTOMER ISN’T ALWAYS RIGHT, BUT YOUR SUCCESS DEPENDS ON THEM NEVER KNOWING IT
What is extraordinary customer service? We have all experienced it and, most likely remembered it. In this
course, participants will explore the concepts and benefits of superb customer service. Individuals will learn
ways of building positive rapport with various types of customers and then apply those skills in activities
and exercises throughout the course. They will dive deeper into workplace communication by examining
the do’s and don’ts of technology, and how to use these advances to further their customer alliances.
Further, groups will practice learned skills in dealing with difficult situations and making every interaction a
positive experience.

91.

WOMAN AND LEADERSHIP

RUNNING WITH THE BULLS – IN HEELS: WOMEN BRING UNIQUE PERSPECTIVES TO THE WORKPLACE. FIND
OUT HOW BREAKING THE GLASS CEILING OPENS UP OPPORTUNITIES FOR ALL
Research studies have shown that companies with sustained high representation of women - that is, three
or more women board directors in at least four of five years - significantly outperformed those with no
women board directors. Statistics like this prove women have the skills to not only take on top leadership
positions, but to also have an impressive impact on their organization’s success. Still, we rarely see women
in higher positions of power because the reality of the glass ceiling is all too real. There exist a multitude of
challenges preventing women from reaching higher level positions; including preconceived notions of a
woman’s working ability as it relates to a societal and organizational context and from an internal context or rather, those self-imposed barriers women place on themselves. Women and Leadership identifies the
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specific challenges imposed on women in the workplace and provides an in-depth look at how they can
combat these obstacles to maximize their strengths - helping not only women, but all professionals and
organizations as they work to build the leadership skills of their employees.

92.

WORK- LIFE BALANCE

WHY JUGGLE WHEN YOU CAN BALANCE. BUILD YOUR SKILLS TO MAINTAIN WORK/LIFE PEACE OF MIND
With a Work-Life Balance you will be managing your time better. Better time management will benefit all
aspects of life; you will be working less and producing more. This workshop will show how to focus on the
important things, set accurate and achievable goals, and communicate better with your peers at work and
your family at home.

93.

WORKLOAD BALANCE

UNLEASH YOUR INNER TASK MASTER! MAINTAIN YOUR “ON-TIME” STATUS WITH EVERY WORKLOAD
This Workload Balance session challenges participants to evaluate how they plan and prioritize their work in
order to produce effective and on-time results. This highly interactive, skill practice workshop will provide
participants with an opportunity to self-assess their current skills and practices in the area of time
management and how they manage their workload around it.

94.

WORKPLACE DIVERSITY

EVERYONE BENEFITS FROM DIVERSITY. FIND OUT HOW ADVANCING THE MELTING POT CAN HELP YOU
GROW IN THE OFFICE AND BEYOND
The Workshop Diversity workshop will help participants understand what diversity is all about, and how they
can help create a more diverse world at work and at home. They will be instructed to use skills such as
active listening to receive messages in a diverse population, employ effective questioning techniques, and
communicate with strength.
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LABOR RELATIONS
Learn the diverse roles and responsibilities of members within teams and organizations while practicing to
make yourself heard within your current position. The world of labor relations is constantly changing along
with the advancement of technology and security concerns within the physical and virtual structures of
business today. VOY STRATEGIES is works within these environments every day and our instructors bring
real world knowledge, theory, and concepts that work.

1.

ASSERTIVENESS AND SELF-CONFIDENCE

HAVE YOUR INSECURITIES HELD YOU BACK? DO YOU HAVE IDEAS THAT WOULD BENEFIT YOUR TEAM BUT LACK THE CONFIDENCE
TO PRESENT THEM?
The Assertiveness and Self-Confidence workshop will give participants an understanding of what
assertiveness and self-confidence each mean (in general and to them personally) and how to develop those
feelings in their day-to-day lives. These skills will encompass many aspects of your participant's lives and
have a positive effect on all of them.

2.

ASSERTIVENESS SKILLS

A BETTER YOU MAKES A BETTER WE. GET THE TOOLS NEEDED TO BUILD THE CONFIDENCE AND CONTROL
NEEDED FOR GETTING WHAT YOU NEED AND SHOWCASING THE BEST YOU CAN BE
Assertiveness Skills are crucial to professional development, as well as other aspects of life. Some of these
skills include asking for what you need, handling confrontations gracefully, and putting ideas forward with
confidence. Not only do these skills improve teamwork, focus discussions, and build relationships, but they
also help individuals to become competent, constructive, confident, and perform at their best.
Assertiveness Skills provides the skill development, practice, and understanding individuals need to learn to
how to be truly assertive.

3.

DEFINING TEAM ROLES AND RESPONSIBILITIES

STAY IN YOUR LANE: ESTABLISH EMPLOYEE ROLES AND RESPONSIBILITIES FOR EXCELERATED GROWTH
When a team is working well together, the result is high productivity and satisfaction. However, when team
roles and responsibilities are not clearly defined, the benefits of teamwork often vanish. This program helps
ensure that every team operates at its highest potential by defining the team vision and mission, creating a
mission critical action plan, establishing clear roles and expectations for individuals and obtaining
unconditional commitment and accountability from every team member.

4.

DEVELOPING AND DELIVERING DYNAMIC PRESENTATIONS

BECOME A PRESENTATION ROCKSTAR. DISCOVER THE TRICKS TO ENSURE ALL EYES – AND ATTENTION - ARE
ON YOU DURING YOUR NEXT PRESENTATION
How many times have you viewed a presentation where it was clear the presenter was ill prepared? “Clicker
culture” refers to the vast majority of people in our culture — and in the audience to whom you present —
who have been conditioned by media (TV, movies, video, computers, radio). The average “sound bite” is 1520 seconds and getting shorter. If your presentation doesn’t get and keep their attention, they’ll “click and
change channels.” They may be physically present but mentally elsewhere. In this program you will learn
how to make your presentations meaningful, memorable, and motivating; a “must watch” presenter
prepared for prime time.
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5.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

6.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

7.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

8.

EMPLOYEE INITIATIVE: HOW TO MAKE IT HAPPEN

WORK FOR THE JOB YOU WANT, NOT JUST THE JOB YOU HAVE BY EXCEEDING EXPECTATIONS
Many managers complain that their employees’ work is incomplete and lacks professionalism. On the other
hand, many employees complain that their managers don’t let them do interesting projects. The solution to
both situations is accomplished by empowering employees and requiring accountability in return. In this
program you will learn how to create a shared vision with your employees and identify and overcome
obstacles to empowerment. You will establish meaningful accountability measures and evaluate the most
effective way to “make it happen.”

9.

FACILITATION SKILLS

LEARN TO MASTER THE ART OF FACILITATION BY ENGAGING AND INFLUENCING YOUR TEAM TO MEET
GOALS AND OBJECTIVES
The Facilitation Skills workshop can help any organization make better decisions. This workshop will give
participants an understanding of what facilitation is all about, as well as some tools that they can use to
facilitate small meetings. A strong understating of how a facilitator can command a room and dictate the
pace of a meeting will have your participants on the road to becoming great facilitators themselves.
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10.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

11.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

12.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately.
From minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives
individuals the tools they need to control physical responses, reframe thinking, handle accidental outbursts,
and learn long-term strategies for channeling emotions productively.

13.

HUMAN RESOURCE MANAGEMENT

FEELING OVERWHELMED BY THE MASSIVE TASKS OF MANAGING HUMAN RESOURCES?
The Human Resource Management workshop will give managers the basic tools to handle numerous human
resource situations such as interviewing, orientation, safety, harassment, discrimination, violence,
discipline, and termination. This workshop will provide your participants those skills and assist them with
certain Human Resource situations.

14.

IMPROVING WORK PROCESSES

MAXIMIZE THE TIME YOU SPEND ON THE CLOCK
Improving Work Processes suggests a strategy for applying process management to the routine and
recurring work of an organization as a tool for dealing with shrinking resources. Participants will have the
opportunity to identify and begin implementation of critical changes that will transform core processes to
create customer value.

15.

CONDUCTING INTERNAL INVESTIGATIONS

LEARN THE TOOLS OF THE TRADE TO CONDUCT SEAMLESS, THOROUGH INVESTIGATIONS WITHIN YOUR
ORGANIZATION
Discrimination, harassment, theft, substance abuse, sabotage and misconduct are a few reasons why
employers conduct internal investigations. Depending on the nature of the event, sometimes a simple
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investigation is all that is needed. At other times, a formal investigation is required. In any event, how the
investigation is handled can make the difference between a fair outcome and a lawsuit. This program gives
you the knowledge and tools to conduct a good faith investigation with a reasonable conclusion, write
reports that are complete yet concise and maintain rapport and respect with employees.

16.

LABOR RELATIONS: INTEREST BASED BARGAINING

NAVIGATE THE RED TAPE OF NEGOTIATIONS WITH INTEREST BASED BARGAINING TECHNIQUES
Increased focus on labor/management partnership has begun to change the informal, if not official,
definition of "bargaining." Associated terms such as "traditional" and "interest-based" seem to cloud the
issue. Many supervisors, managers, employees and union representatives are skeptical of the interest-based
approach. Some of that skepticism may stem from not fully understanding the concept, some from
resistance to the need for new skills and attitudes, while some may stem from negative experiences with
other types of negotiations. The ability to find common ground, to reach agreement, and to put positions
aside has become increasingly important as the Agency strives to become more efficient. This workshop
provides an overview of the tools and techniques necessary to reach high value negotiated decisions in
support of agency/organizational goals.

17.

LABOR MANAGEMENT RELATIONS: INTRODUCTION

BASIC LABOR RELATIONS INTRODUCTORY COURSE
Anyone who has read the Federal Service Labor Management Relations Statute (5 USC, Chapter 71 or Title
VII of the Civil Service Reform Act of 1978) knows that "the statute" is something less than easy to
understand. This workshop is designed to clarify basic information related to your daily interactions in a
labor/management environment.

18.

MANAGE GENERATION X EMPLOYEES

ADOPT NEW STRATEGIES TO MANAGE GENERATION X EMPLOYEES IN A MALENNIAL ENVIRONMENT
Examine Generation X, who are they, what makes them that way as well as the challenges and benefits they
have brought to the forefront of today’s workplace. Learn proven strategies on how to get along with others
at work that have a different view of and approach to work-life. Techniques on managing and motivating
Generation X-ers are included.

19.

MANAGING TECHNICAL PROFESSIONALS

LEARN TO EFFECTIVELY COMMUNICATE AND MANAGE SPECIALIZED TEAMS WITH AN ARSENAL OF TOOLS
AND TECHNIQUES THEY RESPECT
All managers face challenges, but managers of technical professionals face an additional and unique blend
of challenges. Whether it is scientists, engineers, health professionals, or architects the nature of technical
professionals and their work requires a second set of management tactics. Learn tips and tricks on how to
manage, lead, motivate, and communicate effectively with teams focused on solving highly complex issues.

20.

MANAGING WORKPLACE ANXIETY

SET BOUNDARIES AND CREATE A POSITIVE WORKPLACE ENVIRONMENT TO MINIMIZE ANXIETY AND
MAXIMIZE PRODUCTIVITY
Our Managing Workplace Anxiety workshop will provide your participants the important skills and resources
to recognize and manage workplace anxiety. By identifying these symptoms and coping skills employees and
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managers will be better suited in dealing with these common situations. Through this workshop your
participants will be better suited to the challenges that the workplace can bring.

21.

MEETING MANAGEMENT

FED UP WITH INEFFECTIVE OR BORING MEETINGS? CHECK OUT THIS COURSE ON CREATING VALUABLE
EXPERIENCES
The Meeting Management workshop will explore how to reduce waste and make meetings more efficient.
This is a hands-on workshop and your participation will help make it a valuable experience. Use this time to
begin the process of developing your skills along with other participants who share the same desire to
improve their meeting management skills.

22.

MEDIATING CONFLICT

MINIMIZE THE RISKS AND IMPACT OF CONFLICTS BY OBJECTIVELY MEDIATING AND FINDING MUTIAL
SOLUTIONS
Conflict occurs in all aspects of our lives. In many cases, parties involved in the conflict are unable to find
shared solutions, and require the support of an outside objective party. The ability to facilitate a mutual
agreement between parties in conflict is called "mediation", which can be an effective option for
peacemaking or problem solving in dealing with interpersonal conflicts in the work environment.

23.

MEETING MANAGEMENT

LEAD MEANINGFUL, VALUABLE MEETINGS WITH CONFIDENCE USINE OUR MANAGEMENT TOOLS AND
TECHNIQUES
Successful completion of this program will increase your knowledge and ability to effectively prepare for
meetings; identify clear and concise objectives, set realistic ground rules; problem solve effectively with
meeting participants; actively make decisions and create an action plan; understand the role of the meeting
leader; practice techniques as a conflict mediator; create an accountability chart; and plan for followthrough.

24.

MULTI-GENERATIONAL WORKPLACE

LEARN TO IDENTIFY AND ADDRESS MULTI-GENERATIONAL ISSUES WITHIN YOUR ORGANIZATION
Today’s generationally-diverse workforce brings a variety of skills, knowledge, and experience to the
organization. However, finding ways to connect effectively with the various generations within the
workplace can be challenging. Through This program, gain a better understanding of the four generations
that make up the current workforce — Veterans, Baby Boomers, and Generations X and Y — and how their
unique experiences and expectations impact their views and performance in the workplace. Learn
techniques that foster respectful communication with all groups.

25.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher
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productivity. With realistic examples and role-playing activities, this program helps participants as they
prepare, carry-out, and close difficult conversations in the most productive manner—leading them to
embrace, rather than fear confrontation and produce long-lasting benefits for both the employee and
organization.

26.

NEGOTIATION SKILLS

MASTER THE ART OF THE DEAL – LEARN TO BUILD THE BEST POSITION FOR ANY SITUATION
The Negotiation Skills workshop will give your participants a sense of understanding their opponent and
have the confidence to not settle for less than they feel is fair. Your participants will learn that an
atmosphere of respect is essential, as uneven negations could lead to problems in the future.

27.

PREVENTING WORKPLACE HARASSMENT

DON’T GET BURNED BY HARASSERS – LEARN TO IDENTIFY AND EXTINGUISH ISSUES BEFORE THEY DEVELOP
In this harassment prevention program, you’ll learn the answers to all of your questions about dealing with
harassment in the workplace. You’ll read about real cases, learn some tips and tools for dealing with
situations that may come up, and implement steps to prevent the occurrence of harassment.

28.

PRESENTATION TECHNIQUES

BUILD LONG-LASTING IMPRESSIONS THAT ENGAGE YOUR AUDIENCE THROUGH CAPTIVATING
PRESENTATION TOOLS AND TECHNIQUES
Presentation Techniques is a program that prepares content experts to deliver information and skill-building
activities effectively and confidently. The course provides strategies for handling challenging situations;
ways to encourage learner involvement; along with how to use classroom technology, field questions, and
gauge how well learning is progressing. The class uses videotaping, discussion, and application exercises.

29.

PROJECT MANAGEMENT

BECOME THE ESSENTIAL GLUE TO MANAGING VITAL TEAMS WITHIN YOUR COMPANY
This program is the most practical and comprehensive introduction to the many facets of project
management. From planning to scheduling, budgeting to risk management, it’s all right here. Learn what it
takes to stay on top of deadlines and expenses and ways to rebound quickly from surprises and setbacks.
But most importantly, gain advanced communications skills to get ideas, instructions, and requests across
quickly and accurately.

30.

POSITIVE APPROACHES TO RESOLVING PERFORMANCE PROBLEMS

BOOST PERFORMANCE WITHIN YOUR TEAM BY BUILDING ON THE STRENGTHS AND MITIGATING THE
WEAKNESSES
Countless organizations have some sort of goal-setting plan, and many managers do some sort of coaching.
However, when the situation gets sticky with employees not performing up to established goals, many
managers become uncertain how to handle the situation effectively. In this program you will learn how to
define and identify problem employees or non-performers and then create a plan that will encourage
employee buy-in and carry out a disciplinary session that will work for both you and your employees.
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31.

PROJECT MANAGEMENT

STAND OUT AS A KEY DECISIONMAKER BY EFFECTIVELY MANAGING PROJECTS WITH THE LEADING TOOLS
AND TECHNIQUES EMPLOYED IN THE INDUSTRY TODAY
The Project Management workshop will give participants an overview of the entire project management
process, as well as key project management tools that they can use every day. Working with project
planning documents, such as needs assessments, risk management plan, and a communication plan will
provide benefits throughout your organization.

32.

RETENTION: ATTRACTING AND KEEPING YOUR BEST

CREATE ORGANIZATIONAL BALANCE THAT ATTRACTS BRIGHT EMPLOYEES WHO ARE EXCITED TO GROW
YOUR COMPANY WITH YOU
Managing people can be one of the hardest jobs in the world. Trying to meet the needs of a group of people
and make them feel comfortable and at ease, all while maintaining a productive environment may seem
impossible, but it’s not! Taking retention seriously can, in the end, be the best management tactic that you
have ever tackled. This program will offer you methods and procedures that will attract and keep the best
employees and also allow you to measure and communicate the benefits and costs of a retention strategy
for your organization.

33.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues.

34.

TELEWORK AND TELECOMMUTING

WORKING IN YOUR PJ’S SOUNDS LIKE A DREAM, BUT IF YOU DON’T KNOW SOME OF THE PITFALLS OF
TELEWORKING, IT CAN QUICKLY BECOME A NIGHTARE. GET THE INSIDE INFO ON TELEWORK SUCCESS
Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional
challenges created by not being in a centralized office. Communication issues alone make it a challenging
job, and recognizing these challenges will help the participants become great teleworkers. Learn the ropes
with the Telework and Telecommuting workshop.

35.

TOUGHEST SUPERVISOR CHALLENGES

CASTAWAY: LEADING A TEAM CAN BE CHALLENGING AND UNPOPULAR. NEW AND EXPERIENCED
MANAGERS ALIKE CAN LEARN TOOLS AND TECHNIQUES TO BUILD AND MAINTAIN A SUCCESSFUL TEAM
When dealing with issues such as employee performance, personality clashes, and conflict, the truth is that
there are no quick fixes. Successful supervisors know it takes time to do what’s best for the long-term
success of the organization, its employees, and even themselves. They also know that they can overcome
just about any challenge by exercising the “three keys”: realism, restraint, and resolve. The Toughest
Supervisor Challenges gives both new and experienced managers the supervisory skills, tools, and
techniques they need to evaluate the situation at hand and choose the appropriate response.
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LEADERSHIP AND MANAGEMENT
Learn the important difference between leading and managing your teams, workforce, and organizations
through our series of courses and workshops built to prepared the next generation of effective leaders and
managers. VOY STRATEGIES offers several choices of courses that will engage and prepare you and/or
your team to successfully build your products and/or services.

1.

ADAPTING YOUR STYLE

ENHANCE YOUR ORGANIZATION BY ADAPTING YOUR LEADERSHIP STYLE TO IMPACT PRODUCTIVITY
As most experienced leaders know, people come in all shapes and sizes; what works for one employee (in
terms of communicating, motivating, giving feedback, etc.) doesn't have the same results with another
employee. Understanding and speaking to different styles will make you a more effective leader. In this
program, you will assess your personal leadership style and apply and practice tools for building
connections with employees, running productive meetings, and enhancing employee motivation.

2.

ART AND SCIENCE OF COMMUNICATION

IF YOU WANT TO BE HEARD, YOU HAVE TO SPEAK THE LANUAGE. LEARN HOW TO ADAPT A
COMMUNICATION STYLE THAT SPEAKS TO MOMENT AND ANY AUDIENCE
Good communication skills are essential for employees at all levels. The ability to convey ideas, give or
receive feedback, resolve differences, and persuade others are just as important as technical competence.
This program gives individuals an easy-to-use model of communication, helps them to overcome common
communication problems, and shows them how to tailor their communication style to work in any
situation.

3.

ART OF INFLUENCING OTHERS

HELP ME HELP YOU, AND OTHER PERSUASIVE COMMUNICATION TO GET PEOPLE ON BOARD
Lay the foundation for more effective communication in this highly interactive workshop. Develop creative
ways to establish rapport and build relationships through a deeper awareness of the power of nonverbal
communication. Learn how to avoid common communication barriers. Recognize communication styles
preferences, and tailor your communication to be more effective with each style. Learn methods for deescalating difficult situations and resolving conflict effectively. Through a series of structured experiences,
develop and learn to apply skills that improve your effectiveness when marketing your services in any
communication skill. The purpose of this training is to teach people the skills they need so that others will
want to grant them the power to affect outcomes. Our approach is to teach someone how to develop and
maintain rapport, how to resolve conflicts and handle difficult situations, and how to recognize others’
needs and support them in meeting their needs while meeting their own as well (“win-win”). The training
concludes with emphasizing the qualities that influential people have and give the participants an
opportunity to assess themselves in these areas.

4.

ART OF SUCCESSFUL COACHING

GET ON THE ROAD TO THE COACHING HALL OF FAME BY DEVELOPING THE SKILLS YOU NEED TO PLAN AND
EXECUTE A WINNING TEAM
Most managers are aware that the old school “command and control” method of supervising simply isn’t as
effective as involving employees in their development. From identifying an appropriate coaching approach
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and implementing a comprehensive development plan to conducting an effective coaching session and
setting meaningful goals, this program provides coaches with the tools and techniques they need to
improve their employees’ performance.

5.

DEFINING TEAM ROLES AND RESPONSIBILITIES

STAY IN YOUR LANE: ESTABLISH EMPLOYEE ROLES AND RESPONSIBILITIES FOR EXCELERATED GROWTH
When a team is working well together, the result is high productivity and satisfaction. However, when team
roles and responsibilities are not clearly defined, the benefits of teamwork often vanish. This program helps
ensure that every team operates at its highest potential by defining the team vision and mission, creating a
mission critical action plan, establishing clear roles and expectations for individuals and obtaining
unconditional commitment and accountability from every team member.

6.

DELEGATING FOR GROWTH

BE THE COMMAND CENTER: USE TOOLS TO CONFIDENTLY ASSIGN DUTIES AND IDENTIFY OPPORTUNITIES
FOR GROWTH
Delegation is one of the most valuable professional skills you can master, and when done well, it can be
instrumental in the advancement of individuals—and the organization overall. Delegating for Growth is an
interactive skills training course that will help any manager to better understand the purpose of delegation,
prepare for and apply the steps to delegating effectively, and learn to recover from inevitable mistakes or
disappointments. This program will help to increase company-wide productivity, foster employee
confidence at all levels, and develop a team-driven culture.

7.

DELIVERING CONSTRUCTIVE CRITICISM

“WE NEED TO TALK” IS JUST AS UNCOMFORTABLE FOR THE PERSON WHO HAS TO SAY IT, AS IT IS FOR THE
PERSON HEARING IT. LEARN HOW TO TAKE SOME OF THE STING OUT OF “THE TALK”
Delivering Constructive Criticism is one of the most challenging obstacles for anyone. Through this workshop
your participants will gain valuable knowledge and skills that will assist them with this challenging task.
When an employee commits an action that requires feedback or criticism it needs to be handled in a very
specific way.

8.

DEVELOPING AND DELIVERING DYNAMIC PRESENTATIONS

BECOME A PRESENTATION ROCKSTAR. DISCOVER THE TRICKS TO ENSURE ALL EYES – AND ATTENTION - ARE
ON YOU DURING YOUR NEXT PRESENTATION
How many times have you viewed a presentation where it was clear the presenter was ill prepared? “Clicker
culture” refers to the vast majority of people in our culture — and in the audience to whom you present —
who have been conditioned by media (TV, movies, video, computers, radio). The average “sound bite” is 1520 seconds and getting shorter. If your presentation doesn’t get and keep their attention, they’ll “click and
change channels.” They may be physically present but mentally elsewhere. In this program you will learn
how to make your presentations meaningful, memorable, and motivating; a “must watch” presenter
prepared for prime time.

9.

DEVELOPING POSITIVE RELATIONSHIPS AT WORK

PLAY WELL WITH OTHERS: EVEN WHEN EMPLOYEES HAVE DIFFERENCE, HELP THEM TO FOCUS ON THE
SHARED SUCCESS THAT COMES FROM A UNIFIED TEAM
It’s no secret that the aim of every organization is to hire the best talent. But when it comes to success in
the workplace, Ivy League degrees and decades of professional experience are of no use if individuals fail to
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develop and maintain healthy relationships. In other words, when the people in your organization can’t
work together and “play nice,” business is bound to suffer. Developing Positive Relationships is the positive
learning experience your organization needs to ensure that individuals unite around a common mission,
value diversity, rise above personal slights, take responsibility, and cultivate an environment based on trust.

10.

DEVELOPING YOUR DIRECT REPORTS

CREATING SUCCESS FROM THE TOP DOWN. UNCOVER THE HIDDEN SKILLS IN YOUR DIRECT REPORTS IN
ORDER TO SUCCEED
Developing Your Direct Reports is a course in which participants will learn Development Coaching. So what’s
the difference between Performance Management and Development Coaching? Performance management
is focused on eliminating the weaknesses of the past and present. Development coaching, on the other
hand, targets employee strengths as the basis for future performance and the achievement of long-term
goals. And the other major difference? It requires the direct and regular involvement of the manager.

11.

DIVERSITY AWARENESS

THE WORKPLACE IS MORE DIVERSE THAN EVER, WHICH MEANS A WEALTH OF EXPERIENCE AND
PERSPECTIVE IS WAITING TO BE DISCOVERED. LEARN TO GROW FROM THE PEOPLE AROUND YOU
Feeling as though you are an outsider can be detrimental to your performance in a work environment that
is becoming increasingly more diverse. Diversity Awareness: Fostering an Environment of Inclusivity,
Sensitivity, and Respect in the Workplace, explores the subtle ways that these limitations occur and how to
combat them by fostering an environment that focuses on building respectful interactions. The program
defines diversity in broad terms, recognizing that people see differences in varying ways from educational
background to personal attributes and experiences, among other areas. Professionals at every level will
learn how to take proactive steps to find and capitalize on unique skills as well as exercise flexible thinking
and seek personal growth.

12.

DYNAMIC DECISION MAKING

YOU’LL NEVER KNOW IF YOUR DECISION IS THE RIGHT ONE UNTIL YOU MAKE IT. BREAKTHROUGH THE FEAR
OF MAKING DECISONS BY LEARNING NEW SKILLS AND TECHNIQUES
Using a case study approach, this course offers a straightforward, easy-to-follow process designed to
improve the way you make business decisions or any decision that can help you reach your goal. Our
decisions and choices shape our professional and personal lives. Sadly, decision-making is seldom taught as
a skill in its own right. This course will present a clear process and user-friendly techniques for making smart
choices.

13.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.
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14.

EFFECTIVE QUESTIONING

TO GET THE RIGHT ANSWERS, YOU NEED THE RIGHT QUESTIONS. PINPOINT THE MOST EFFECTIVE WAYS TO
ASK QUESTIONS SO THAT YOU GET PRECISE ANSWERS, WITH LESS EFFORT
Effective communication tools have become a more essential part of every employee’s day-to-day
interactions and are a requirement for success at work. Questioning is a powerful tool that is often
overlooked in communications training. Effective Questioning: A Different Way to Communicate brings a
unique insight into the effects of positive questioning, not only as a method of gathering information or
interrogating, but as a communication skill that can assist in coaching, problem solving, stimulating ideas,
encouraging discussion, expanding alternatives, and gaining understanding.

15.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

16.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

17.

EMPLOYEE ENGAGEMENT

GO BEYOND EXPECTATIONS, SHOW THEM WHAT IT MEANS TO BE DRIVEN AND A TEAM PLAYER
The most successful organizations realize that productivity is driven by employees who don't just do their
jobs, but who are committed to organizational goals and who put forth the discretionary effort to go above
and beyond what is required of them—in other words, by employees who are highly engaged. Clearly,
employee engagement is much more than the result of finding interest in one's work; rather, it is about the
organization's ability to establish a foundation of trust, respect, and appreciation. Companies that come up
short in these or other areas, such as establishing clear, consistent priorities, run the risk of losing some of
their best workers. So how do you effect an environment that circumvents potential shortcomings and
encourages employee retention?

18.

EMPLOYEE MOTIVATION

ARE MONDAYS A DRAG IN YOUR OFFICE?
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The Employee Motivation workshop will give participants several types of tools to become a great
motivator, including goal setting and influencing skills. Participants will also learn about five of the most
popular motivational models, and how to bring them together to create a custom program.

19.

ETHICS IN THE WORKPLACE

TAKE THE GUESSWORK OUT OF ETHICS AND DEVELOP A TEAM WITH THE CONFIDENCE AND INTEGRITY TO
DO THE RIGHT THING
An ethical workplace establishes a solid foundation for organizational behavior, cultivates better teamwork
and productivity, creates consistent standards for company offerings, ensures the legality and enforcement
of corporate policies, and supports company growth and reputation. This program explores how workplace
ethics should be developed, how to create the standards and policies that support them, how employees
can be trained and managed to follow and support these standards, and how to deal with problems where
ethics are concerned.

20.

EXECUTIVE AND PERSONAL ASSISTANTS

DEVELOP YOUR REPUTATION AS A SKILLED, POLISHED ASSISTANT WHO SUPERCEDES EXPECTATIONS
Our Executive and Personal Assistants workshop will show your participants what it takes to be a successful
assistant. Participants will learn what it takes to effectively manage a schedule, organize a meeting, and
even how to be a successful gatekeeper. Being an Executive or Personal Assistant takes a special skill set
and this workshop will provide your participants with the necessary tools.

21.

FACILITATION SKILLS

LEARN TO MASTER THE ART OF FACILITATION BY ENGAGING AND INFLUENCING YOUR TEAM TO MEET
GOALS AND OBJECTIVES
The Facilitation Skills workshop can help any organization make better decisions. This workshop will give
participants an understanding of what facilitation is all about, as well as some tools that they can use to
facilitate small meetings. A strong understating of how a facilitator can command a room and dictate the
pace of a meeting will have your participants on the road to becoming great facilitators themselves.

22.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up
to the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.

23.

FUNDAMENTALS OF EFFECTIVE FACILITATION

LEARN THE BASIC PRINCIPLES OF FACILITATION WITH THIS HANDS-ON COURSE IN FACILITATION
Many people find themselves asked to lead training because they are experts on the training topic. But,
knowing something and teaching others are two very different things. This program will give you the skills
to facilitate a training session effectively. You’ll understand how adults learn and how different styles of
learning appeal to different predispositions, or preferences for learning. You’ll also come away with tips and
strategies for making your presentations engaging and interactive.

132

VOY STRATEGIES, LLC



24.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

25.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

26.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

27.

HIRING STRATEGIES

IT’S AS EASY AS KSAA: LEARN TO ATTRACT THE BEST EMPLOYEES WITH THE KNOWLEDGE, SKILLS, ABILITIES,
AND ATTITUDE THAT FIT YOUR COMPANY CULTURE
Successful companies are made up of great employees, so why not hire great employees? Hiring and
training employees is an expensive venture. Be sure to hire the right person for the right position. Hiring the
right person is more than just skills and abilities; it is about finding the right combination of skills, attitude,
and fit for your organization's culture.

28.

HOW TO HANDLE CHANGE AND UPHEAVAL

IN LIFE, WE FACE DEATH, TAXES, AND CHANGE. DON’T LET CHANGE BE THE DISRUPTION IN YOUR LIFE
Change is a certainty in today’s environment. The key to surviving and thriving is to take a proactive
approach to change. This program provides the tools to assess typical attitudes toward change, intervene in
the change cycle with positive strategies, and combat change-related stress.

29.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
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possible to figure out what triggers emotional responses and then learn how to respond appropriately.
From minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives
individuals the tools they need to control physical responses, reframe thinking, handle accidental outbursts,
and learn long-term strategies for channeling emotions productively.

30.

HUMAN RESOURCE MANAGEMENT

FEELING OVERWHELMED BY THE MASSIVE TASKS OF MANAGING HUMAN RESOURCES?
The Human Resource Management workshop will give managers the basic tools to handle numerous human
resource situations such as interviewing, orientation, safety, harassment, discrimination, violence,
discipline, and termination. This workshop will provide your participants those skills and assist them with
certain Human Resource situations.

31.

IDEAS INTO ACTION

LEARN HOW TO PUT YOUR CREATIVE IDEAS INTO ACTION
Innovation is a term that tends to make people uncomfortable. That's because it's surrounded by common
myths and misconceptions, such as "only creative people can be innovative," and "I don't know how to be
innovative." Simply put, the goal of innovation is to introduce something new or to make something better.
But that doesn't mean it has to be complex or difficult. Whether it's improving customer return policies or
developing high-tech products, innovation can happen anywhere in an organization — and by anyone. Part
of the Reproducible Training Library, Ideas Into Action: From Creativity to Innovation dispels the myths and
misconceptions surrounding innovation and guides people and teams through the innovation process, from
generating good ideas and encouraging creativity to developing a plan and implementing new concepts.

32.

IMPROVING WORK PROCESSES

MAXIMIZE THE TIME YOU SPEND ON THE CLOCK
Improving Work Processes suggests a strategy for applying process management to the routine and
recurring work of an organization as a tool for dealing with shrinking resources. Participants will have the
opportunity to identify and begin implementation of critical changes that will transform core processes to
create customer value.

33.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others,
express their feelings directly but appropriately, and have a capacity for developing meaningful
relationships. All of these traits are very important aspects of a collaborative, high achieving workplace. This
program offers you techniques to increase and develop your emotional intelligence. It guides you through
proven methods to apply emotional intelligence in the workplace to enhance employee relationships and
increase productivity.

34.

CONDUCTING INTERNAL INVESTIGATIONS

LEARN THE TOOLS OF THE TRADE TO CONDUCT SEAMLESS, THOROUGH INVESTIGATIONS WITHIN YOUR
ORGANIZATION
Discrimination, harassment, theft, substance abuse, sabotage and misconduct are a few reasons why
employers conduct internal investigations. Depending on the nature of the event, sometimes a simple
investigation is all that is needed. At other times, a formal investigation is required. In any event, how the
investigation is handled can make the difference between a fair outcome and a lawsuit. This program gives
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you the knowledge and tools to conduct a good faith investigation with a reasonable conclusion, write
reports that are complete yet concise and maintain rapport and respect with employees.

35.

JUGGLING MULTIPLE PRIORITIES

LEARN TO WORK EFFICIENTLY AND EFFECTIVELY BY “CHUNKING” TASKS AND PRIORITIZING ACTIVITIES
Have you ever wondered, “How am I supposed to get all of this done? Reports, meetings, evaluations,
proposals — and everything needs to be done NOW.” In order to decide what work is most important, you
must know the specific outcomes you/your organization desire(s), and take those outcomes and break them
down into daily roles and responsibilities. This program examines many different approaches to time
management and introduces new techniques to enhance your approach in different situations. Practice
tools for prioritizing tasks, setting boundaries, eliminating tainted time, and much more in this action
packed program.

36.

LEADERSHIP 101

LEARN THE PRIMARY QUALITIES OF EFFECTIVE LEADERSHIP
Great leaders aren’t just born that way—they must learn how to lead and influence others through
experience, mentoring, and training. By addressing everything from trust to perception to attitude,
Leadership 101 is a training program that gives both newly emerging and experienced leaders and managers
the tools and techniques for developing and refining their skills. The bottom line? This learning resource will
help your organization retain employees and clients, make better decisions, and improve performance.

37.

LEADERSHIP AND INFLUENCE

REFINE YOUR LEADERSHIP QUALITIES TO MAXIMIZE YOUR EFFECTIVENESS WITHIN YOUR ORGANIZATION
Once you learn the techniques of true Leadership and Influence, you will be able to build the confidence it
takes to take the lead. The more experience you have acting as a genuine leader, the easier it will be for
you. It is never easy to take the lead, as you will need to make decisions and face challenges, but it can
become natural and rewarding.

38.

LEADING THROUGH CHANGE

LEARN TO EFFECTIVELY MANAGE ORGANIZATIONAL CHANGE
Change management is the art and science of guiding an organization and its people through the
predictable transitions from current reality to a preferred future position. Change manifests in various forms
with diverse results and emotions, but there are two things that you can count on: change won’t go away; it
will only increase and you and the people around you need to learn to embrace change. In this program, you
will be taught to identify different reactions to change so that you will be better prepared to help
employees through it. You will design a plan to help others through change and apply that plan by aligning
systems and structures within your organization to better meet the needs of employees experiencing
change.

39.

LEADING TODAY’S WORKFORCE: A STEP-BY-STEP GUIDE TO BUILDING LEADERSHIP
SKILLS

LEARN TO DISTINGUISH LEADERSHIP SKILLS FROM MANAGEMENT SKILLS AND MAXIMIZE YOUR INFLUENCE
WITHIN YOUR NETWORK
Being a manager and being an effective “leader” are very different skill sets. This course will help you learn
what the biggest differences are between managers and leaders, how to put the leadership building blocks
into place and how to adapt the language of influence. Some of the areas covered will be: the ideal leader,
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support systems, risk-taking, vision, relationship building, and listening effectively. This course is a must for
those managers who really want to make a difference!

40.

LEARNING TO MANAGE

DISCOVER THE TOOLS AND TECHNIQUES OF EFFECTIVE MANAGEMENT
Learning to Manage walks you through the process of successful management by introducing the tools and
techniques for effectively handling five target areas — people, projects, performance, problems, and even
personal development because successful management starts with being able to manage yourself. Each of
these areas is essential to minimizing the stress associated with the transition from individual work as you
learn to delegate, communicate, and most of all, develop your employees — laying the foundation for
productivity and organizational success.

41.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

42.

MANAGE GENERATION X EMPLOYEES

ADOPT NEW STRATEGIES TO MANAGE GENERATION X EMPLOYEES IN A MALENNIAL ENVIRONMENT
Examine Generation X, who are they, what makes them that way as well as the challenges and benefits they
have brought to the forefront of today’s workplace. Learn proven strategies on how to get along with
others at work that have a different view of and approach to work-life. Techniques on managing and
motivating Generation X-ers are included.

43.

MANAGING CONFLICT

LEARN TO USE CONFLICT AS A CATALYST FOR DISCOVERY OR OPPORTUNITY
Conflict occurs in all aspects of our lives. In many cases, the people involved in the conflict are unable to
manage the situation effectively. Those who can successfully manage conflict in the workplace demonstrate
unique interpersonal and communication skills. This workshop is designed to add to and strengthen those
skills and support participants in becoming more effective.

44.

MANAGER MANAGEMENT

LEARN TO LEAD AND GROW YOUR MANAGERS
Manager Management takes a special type of leader. This workshop will expand your participant's
knowledge and provide a way for them to teach and lead new and experienced managers. As every
manager knows that learning never stops, this workshop will have something for everyone.

45.

MANAGING MANAGERS

IMPROVE YOUR VALUE BY IMPROVING YOUR LEADERSHIP SKILLS AND EFFECTIVELY MANAGING YOUR
BUSINESS
Managing managers takes courage, and in this course we give you a simple, but effective two-pronged
approach focusing on developing your business strategy, while also improving your leadership skills.
Balancing daily tasks with long-term strategic thinking. If you have managers reporting to you, lots of their
stuff ends up being fires for you to put out. Your direct reports may manage a wide variety of functions, and
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it's difficult for you to create a sense of unity and cohesiveness for your entire group. If you're typical of
most mid-level managers (and of most people!), you would just as soon ignore sticky situations such as
dealing with difficult people. In fact, you may even back away.

46.

MANAGING PERFORMANCE

ENHANCE THE PERFORMANCE OF YOUR TEAM WITH THIS WORKSHOP TO PROMOTE GROWTH AND
ACCOUNTABILITY
This workshop provides an overview of the essential skills for managing individual performance on a daily
basis. The skills include conveying the organization's goals and their relationship to the individual's goals,
collaboratively setting expectations, documenting performance, giving feedback, writing and
communicating performance summaries.

47.

MANAGING REMOTE/OFFSITE EMPLOYEES

MAXIMIZE YOUR TEAM’S PERFORMANCE BY COLLABORATIVELY BUILDING YOUR VIRTUAL WORKFORCE
Organizations are buzzing about the potential benefits and competitive advantage an offsite workforce has
to offer. Decreased turnover and absenteeism. Improved retention. Cost reduction. Access to a larger pool
of talent. And there are perks for the individual too, including increased flexibility, independence, and a
better work-life balance. But let's face it. Managing a remote workforce takes more than smartphones, WiFi,
web cams, and expense allowances. It requires the right employees in the right jobs with the right skills and
the right resources. And it also requires managers with the know-how to communicate effectively, maintain
a sense of community, cultivate teamwork and develop relationships built on trust.

48.

MANAGING STRESS

LEARN TO ACHIEVE BALANCE AND MINIMIZE THE IMPACT OF STRESSORS IN YOUR PROFESSIONAL AND
PERSONAL LIFE
Explore strategies for managing stress and minimizing its effects. This program provides a look at the
stress cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and
gain renewed energy and enthusiasm.

49.

MANAGING TECHNICAL PROFESSIONALS

LEARN TO EFFECTIVELY COMMUNICATE AND MANAGE SPECIALIZED TEAMS WITH AN ARSENAL OF TOOLS
AND TECHNIQUES THEY RESPECT
All managers face challenges, but managers of technical professionals face an additional and unique blend
of challenges. Whether it is scientists, engineers, health professionals, or architects the nature of technical
professionals and their work requires a second set of management tactics. Learn tips and tricks on how to
manage, lead, motivate, and communicate effectively with teams focused on solving highly complex issues.

50.

MANAGING TEAMS

BECOME THE BROKER OF YOUR TEAM’S SUCCESS
Leading a team is a big responsibility. The effectiveness of the team depends in large part on the quality of
your management skills. This program gives you the tools to help ensure that your team runs efficiently
while maintaining a high level of motivation and satisfaction among individual team members. Topics
covered include developing and using a project plan, establishing accountability among team members,
conducting meetings efficiently, helping the team make good decisions, handling conflict productively and
rewarding team accomplishments appropriately.
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51.

MANAGING YOUR EMOTIONS

EVER FIND YOURSELF GETTING EMOTIONALLY ATTACHED OR INVOLVED IN YOUR WORK? LEARN TO
IDENTIFY THE WARNING SIGNS AND PROTECT YOURSELF FROM A BREAKDOWN.
In a world full of budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people
to manage their emotions. After all, we’re only human. From minimizing frustration to conquering negative
self-talk, Manage Your Emotions gives individuals the tools they need to control physical responses, reframe
thinking, handle accidental outbursts, and learn long-term strategies for channeling emotions productively.

52.

MEASURING ORGANIZATIONAL PERFORMANCE

THE SCALES DON’T LIE: DEVELOP PERFORMANCE MEASURES THAT SHOW A TRUE PICTURE OF YOUR
ORGANIZATION
Measuring Organizational Performance Workshop is an intensive learner-centered course for work groups
and teams writing performance goals and measures. This course is ideal for intact teams with planning
experience wishing to develop organizational measures. This customizable course teaches common
terminology, drivers for instituting performance measurement, organizational implications of implementing
performance measurements to designing the measure, collecting data, and using information for
continuous improvement. Activities lead to the development of actual performance measures and will give
participants a good start toward the development of their performance goals.

53.

MEETING MANAGEMENT

FED UP WITH INEFFECTIVE OR BORING MEETINGS? CHECK OUT THIS COURSE ON CREATING VALUABLE
EXPERIENCES
The Meeting Management workshop will explore how to reduce waste and make meetings more efficient.
This is a hands-on workshop and your participation will help make it a valuable experience. Use this time to
begin the process of developing your skills along with other participants who share the same desire to
improve their meeting management skills.

54.

MIDDLE MANAGER

LEARN THE ROPES OF BEING THE “GO BETWEEN” WITHIN YOUR ORGANIZATION
Traditionally, middle managers make up the largest managerial layer in an organization. The Middle
Manager is responsible to those above them and those below them. They head a variety of departments
and projects. In order for a company to operate smoothly, it is essential that those in middle management
be committed to the goals of the organization and understands how to effectively execute these goals.

55.

MYERS BRIGGS TYPE INDICATOR (MBTI)

EVER WONDER HOW OR WHY YOUR PERSONALITY CLASHES OR MESHES WITH OTHERS IN YOUR
PROFESSIONAL OR SOCIAL NETWORKS? LEARN TO IDENTIFY THE KEY FACTORS THAT IMPACT AND
INFLUENCE BEHAVIORS WITHIN YOUR WORLD
This course introduces the basic concepts of the Myers Briggs Indicator; participants will learn their
Personality type. Participants will understand how various personalities process information, take in data,
perceive themselves and others, make decisions, and relate to the world around them. These characteristics
of each MBTI type may arise as possible conflicts within the work environment and how to mitigate and
resolve are uncovered.
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56.

MEDIA COMMUNICATIONS

LEARN TO SHED PERSONAL EMOTIONS AND PROVIDE EFFECTIVE, FACTUAL COMMUNICATIONS
This skill-based workshop is designed to enhance the communication skills of professionals who
communicate directly with the public. The course focuses on effectively presenting the facts of a given
situation, and your organization’s position relative to those facts. Emphasis is placed on understanding
strategies, format, style, procedures, and processes necessary to communicate in the public affairs arena.

57.

MEDIATING CONFLICT

MINIMIZE THE RISKS AND IMPACT OF CONFLICTS BY OBJECTIVELY MEDIATING AND FINDING MUTIAL
SOLUTIONS
Conflict occurs in all aspects of our lives. In many cases, parties involved in the conflict are unable to find
shared solutions, and require the support of an outside objective party. The ability to facilitate a mutual
agreement between parties in conflict is called "mediation", which can be an effective option for
peacemaking or problem solving in dealing with interpersonal conflicts in the work environment.

58.

MEETING MANAGEMENT

LEAD MEANINGFUL, VALUABLE MEETINGS WITH CONFIDENCE USINE OUR MANAGEMENT TOOLS AND
TECHNIQUES
Successful completion of this program will increase your knowledge and ability to effectively prepare for
meetings; identify clear and concise objectives, set realistic ground rules; problem solve effectively with
meeting participants; actively make decisions and create an action plan; understand the role of the meeting
leader; practice techniques as a conflict mediator; create an accountability chart; and plan for followthrough.

59.

MENTAL MODELS

LEARN TO MANAGE PERCEPTIONS AND INFLUENCE YOUR TEAM TO IMPROVE PERFORMANCE
Powerhouse organizations have one thing in common. They know how and when to challenge conventional
wisdom so that they always stay one step ahead. Even more, they know that complacency is a recipe for
disaster. That’s because they’re equipped to anticipate change, sense industry swings, and meet client
demands, maybe even before the client recognizes a need. But this skill isn’t limited to the Fortune 100. Big,
small, or somewhere in between, your organization can gain a competitive advantage with the right
mindset. Each one of us has a perception of reality about how the world works—a mental model. Like an
internal hard drive, they provide understanding, guide thinking, and direct decision making. Built from
everyday experiences, outside influences, and rewards such as money and success, mental models can be
both beneficial and detrimental to success. And just as technology shifts and advances, so does the need for
individuals, teams, and organizations to update, flex, and reconstruct mental models to improve
performance.

60.

MOTIVATING EMPLOYEES TO BE THEIR BEST

ACTIONS SPEAK LOUDER THAN WORDS – LEARN TO LEAD BY EXAMPLE AND IMPROVE PERFORMANCE
THROUGH MOTIVATION
The basic premise of this program is that motivation is not something you do to others; people motivate
themselves. This program is not about traditional extrinsic motivation techniques such as rewards,
incentives, salary, etc. These use a carrot or stick approach that tries to get employees to change their
behavior based on external factors. This program is about helping managers and supervisors create the
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appropriate climate that fosters positive feelings and eliminates obstacles, then employees will be
intrinsically motivated. The three elements of this type of climate are community, influence and openness.
The program focuses on providing the skills and techniques you will need to help groups develop a sense of
community, to acquire influence over their work-related actions, and to enjoy the openness of shared
information and feelings.

61.

MULTI-GENERATIONAL WORKPLACE

LEARN TO IDENTIFY AND ADDRESS MULTI-GENERATIONAL ISSUES WITHIN YOUR ORGANIZATION
Today’s generationally-diverse workforce brings a variety of skills, knowledge, and experience to the
organization. However, finding ways to connect effectively with the various generations within the
workplace can be challenging. Through This program, gain a better understanding of the four generations
that make up the current workforce — Veterans, Baby Boomers, and Generations X and Y — and how their
unique experiences and expectations impact their views and performance in the workplace. Learn
techniques that foster respectful communication with all groups.

62.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher
productivity. With realistic examples and role-playing activities, this program helps participants as they
prepare, carry-out, and close difficult conversations in the most productive manner—leading them to
embrace, rather than fear confrontation and produce long-lasting benefits for both the employee and
organization.

63.

NEGOTIATION SKILLS

MASTER THE ART OF THE DEAL – LEARN TO BUILD THE BEST POSITION FOR ANY SITUATION
The Negotiation Skills workshop will give your participants a sense of understanding their opponent and
have the confidence to not settle for less than they feel is fair. Your participants will learn that an
atmosphere of respect is essential, as uneven negations could lead to problems in the future.

64.

OFFICE POLITICS FOR MANAGERS

THERE’S NO GETTING AROUND OFFICE POLITICS, BUT YOU CAN HELP YOUR EMPLOYEES NAVIGATE THE
LANDSCAPE TO THEIR BENEFIT
Office Politics is about creating and maintaining better relationships and communicating and working with
your peers and colleagues in a way that is mutually beneficial. Employees who understand the positive
aspects of Office Politics are better team members and end up being more successful and productive.

65.

ORGANIZATIONAL TRUST-BUILDING

LEARN TO BUILD TRUSTWORTHY RELATIONSHIPS WITHIN YOUR ORGANIZATION
When talking about trust in the workplace, there are two levels of trust that are in play: organizational trust
and personal trust. Many times these two levels are intertwined and are hard to tell apart. Leaders within

140

VOY STRATEGIES, LLC



your workplace often have an incredible amount of influence over the culture of trust in your organization.
This program will teach you the benefits and behaviors that will inspire a trusting culture, recognize and
practice the Five Pillars of Trust, and regain trust that has been lost. Trust is the key to a cohesive and
collaborative organizational culture.

66.

PERFORMANCE MANAGEMENT

LEARN THE TOOLS AND TECHNICQUEST TO BUILD AND SUSTAIN PERFORMANCE FROM YOUR KEY
EMPLOYEES
This Performance Management program teaches you the basic concepts of a performance management
system and the means needed for building and implementing a performance strategy within your
organization. This understanding empowers you to translate your strategy into actions that can be
measured and monitored throughout your organization.

67.

PREVENTING WORKPLACE HARASSMENT

DON’T GET BURNED BY HARASSERS – LEARN TO IDENTIFY AND EXTINGUISH ISSUES BEFORE THEY DEVELOP
In this harassment prevention program, you’ll learn the answers to all of your questions about dealing with
harassment in the workplace. You’ll read about real cases, learn some tips and tools for dealing with
situations that may come up, and implement steps to prevent the occurrence of harassment.

68.

PROJECT MANAGEMENT

BECOME THE ESSENTIAL GLUE TO MANAGING VITAL TEAMS WITHIN YOUR COMPANY
This program is the most practical and comprehensive introduction to the many facets of project
management. From planning to scheduling, budgeting to risk management, it’s all right here. Learn what it
takes to stay on top of deadlines and expenses and ways to rebound quickly from surprises and setbacks.
But most importantly, gain advanced communications skills to get ideas, instructions, and requests across
quickly and accurately.

69.

POSITIVE APPROACHES TO RESOLVING PERFORMANCE PROBLEMS

BOOST PERFORMANCE WITHIN YOUR TEAM BY BUILDING ON THE STRENGTHS AND MITIGATING THE
WEAKNESSES
Countless organizations have some sort of goal-setting plan, and many managers do some sort of coaching.
However, when the situation gets sticky with employees not performing up to established goals, many
managers become uncertain how to handle the situation effectively. In this program you will learn how to
define and identify problem employees or non-performers and then create a plan that will encourage
employee buy-in and carry out a disciplinary session that will work for both you and your employees.

70.

PROBLEM SOLVING

LEARN THE “TRICKS OF THE TRADE” IN PROBLEM-SOLVING TECHNICQUES AND MAXIMIZE OPPORTUNITIES
TO GROW YOUR COMPANY
This Problem Solving course is designed for employees who are in positions or roles with problem-solving
responsibilities. We all have our own unique styles of responding to a problem situation when confronted.
This course examines a four-step problem solving model including problem definition, situation analysis,
options generation and analysis, and problem solution. It utilizes interactive lecture/discussion, application
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exercises, and small group work. It also reviews various methods and tools which support successful
completion of each of the four steps in the model.

71.

PROJECT MANAGEMENT

STAND OUT AS A KEY DECISIONMAKER BY EFFECTIVELY MANAGING PROJECTS WITH THE LEADING TOOLS
AND TECHNIQUES EMPLOYED IN THE INDUSTRY TODAY
The Project Management workshop will give participants an overview of the entire project management
process, as well as key project management tools that they can use every day. Working with project
planning documents, such as needs assessments, risk management plan, and a communication plan will
provide benefits throughout your organization.

72.

PUBLIC SPEAKING

LEARN TO DELIVER SPEECHES AND PRESENTATIONS THAT ENGAGE AND IMPACT
The Public Speaking workshop will give participants some presentation skills that will make speaking in
public less terrifying and more enjoyable. This workshop includes topics that participants can look forward
to including: creating a compelling program, using various types of visual aids, and engaging the audience.

73.

RESILIENCE

LEARN THE ART OF ADAPTATION AND RECOVERY WITH THIS HANDS-ON WORKSHOP IN RESILIENCE
Conflict, change, and stress are a regular part of everyday organizational life. The key to employee survival
is resilience, the ability to bounce back after adversity. Being resilient doesn't prevent tough challenges from
happening, but it does provide individuals with the strength and wherewithal to recover and move on time
and time again. Developing resilience is a lot like engineering a building to withstand an earthquake. It
requires a solid foundation and a flexible structure that won't crack or crumble under pressure. In human
terms, it translates into self-esteem, connections with others, mental agility, and effective coping strategies.

74.

RESOLVING CONFLICT AT WORK

YOU CAN’T ALWAYS DAM A RIVER BUT YOU CAN IRRIGATE IT. WHEN CONFLICT IS INEVITABLE, DIVERT IT
TOWARDS A POSITIVE OUTCOME
Conflict is an inevitable part of work. Whether between individuals or teams, at some point, conflict will
arise and need to be addressed. But resolving conflict doesn’t need to be a negative experience – in fact,
managing conflict can be a catalyst for positive change. This program explores various work relationships
and their impact on the employee, how business relationships can be managed to avoid unnecessary
conflict, how to use effective resolution steps when conflict occurs, and how to deal with difficult people
when managing conflict.

75.

RETENTION: ATTRACTING AND KEEPING YOUR BEST

CREATE ORGANIZATIONAL BALANCE THAT ATTRACTS BRIGHT EMPLOYEES WHO ARE EXCITED TO GROW
YOUR COMPANY WITH YOU
Managing people can be one of the hardest jobs in the world. Trying to meet the needs of a group of people
and make them feel comfortable and at ease, all while maintaining a productive environment may seem
impossible, but it’s not! Taking retention seriously can, in the end, be the best management tactic that you
have ever tackled. This program will offer you methods and procedures that will attract and keep the best
employees and also allow you to measure and communicate the benefits and costs of a retention strategy
for your organization.
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76.

RISK ASSESSMENT AND MANAGEMENT

LEARN THE ART OF ASSESSING, MITIGATING, AND MANAGING RISKS WITH BOTH COMMON SENSE AND
CREATIVE SOLUTIONS
Through our Risk Assessment and Management course, your participants will be aware of hazards and risk
they didn’t realize were around their workplace. Identifying hazards through proper procedures will provide
your participants the ability to prevent that accident before it occurs. Limiting and removing potential
dangers through Risk Assessment will be an incredible investment.

77.

SANDWICH GENERATION: BALANCING HOME, ELDERCARE , AND WORK

MAXIMIZE THE SKILLS, EDUCATION, AND EXPERIENCE OF THE BABYBOOMERS BY PROVIDING A FLEXIBLE
WORKING ENVIRONMENT TO MEET THEIR COMPETING PRIORITIES
What is “The Sandwich Generation”? This term refers to the 44 percent of the population between the age
of 45 and 55 that is sandwiched between children still living at home and elder care responsibilities. This
group, once called the Baby Boomers, is facing a new demographic trend. For the first time in our history,
Americans, as a population, have more parents than children, and as a result are experiencing the enormous
pressures of having to care for this growing group of dependent relatives. This program helps you recognize
the special needs of this group within the workplace, while also giving applicable tips and tools to maintain a
healthy, balanced lifestyle.

78.

SECRETS TO MANAGEMENT SUCCESS

LEARN THE ART OF TREATING YOUR TEAM AS PROFESSIONALS WHO ARE CAPABLE OF MAKING DECISIONS
AND PERFORMING THE TASKS YOU HIRED THEM TO DO
The big secret to management success is to treat employees as responsible adults. The really big secret: this
is not unlike the process of raising children to be responsible adults — set them up for success by giving
them small tasks/problems they have a good chance of handling well; don’t jump in and rescue them when
trouble arises; instead, let them learn from their mistakes. This program offers skills and tools to help
managers develop responsible employees, decrease struggles and conflict, encourage “accountable
moments” as learning opportunities and provide appropriate workplace counseling when needed. All the
secrets will be revealed!

79.

STAFF STUDIES: INTRODUCTION

STAFF STUDIES CAN BE VITAL, IF YOU KNOW WHAT TO LOOK FOR AND HOW TO USE THE INFORMATION
THEY REVEAL
Introduction to Staff Studies enhances the skills needed to effectively execute the increasingly critical and
expanding requirements for staff studies. Participants will examine the major components of a staff study
and identify methods to increase both their efficiency when doing a study and the effectiveness of the
study.

80.

STRATEGIC PLANNING (FUNDAMENTALS)

A GOOD PLAN IS ONLY AS EFFECTIVE AS THE PLANNING. GET THE TOOLS YOU NEED TO ENSURE YOUR BEST
LAID PLANS DON’T GO AWRY
What ensures the long-term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don’t. This program identifies the elements of an effective strategic planning model, gives you the tools
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to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

81.

SUCCESSFUL COACHING, THE COACH APPROACH

COACHING IS THE BEDROCK OF SUCCESS, IF YOU LAY THE RIGHT FOUNDATION. LEARN THE SKILLS TO HELP
EMPLOYEES ACHIEVE MORE
Most managers are aware that the old school “command and control” method of supervising simply
isn’t as effective as involving employees in their development. From identifying an appropriate coaching
approach and implementing a comprehensive development plan to conducting an effective coaching
session and setting meaningful goals, this program provides coaches with the tools and techniques they
need to improve their employees’ performance.

82.

SUCCESSION PLANNING

LEAVE A LEGACY OF SUCCESS BY ENSURING THE PROPER PEOPLE AND SYSTEMS ARE IN PLACE TO STRIVE IN
THE FUTURE
Succession planning is necessary to maintain company culture and institutional knowledge, and to plan for
the future with some assurance that key posts will be filled with capable people who can carry out the
organization’s vision. This program shows you how to conduct a gap analysis to identify current and future
needs, how to create a pipeline of potential top leadership, and how to bring selection systems, reward
systems and management development into alignment with the process of leadership renewal.

83.

SUPER MANAGER

BE A SUPER HERO TO YOUR STAFF BY IMPROVING YOUR SKILLS TO SOAR TO SUCCESS
As a manager, overseeing employee performance is an essential obligation. Yet, it’s more than just ensuring
a timely schedule of operations and quality production. Organizations that surpass expectations with
unmatched success ensure employees receive the necessary support, resources, and guidance to get the
job done. In a study on employee retention, a number of respondents pointed the finger back at their
manager citing behaviors such as a lack of recognition and an inability to meet commitments as some of the
top reasons for quitting. It takes a special manager to increase employee engagement and satisfaction in
the workplace—it takes a super manager.

84.

SUPERVISING IN AN AUTOMATED ENVIRONMENT

MAN VS. MACHINE – YOU CAN MANAGE BOTH SUCCESSFULLY WITH THE RIGHT BALANCE OF TIME AND
ATTENTION
Today’s work environment often includes high-tech oversight with traditional supervision skills. This course
provides strategies for balancing computer-based documentation and reporting with the face-to-face
coaching and encouragement your employees need to do their best work. You will learn how to establish a
regular schedule that combines both “open door” hours for your employees and colleagues and “closed
door” hours for concentrating on your computer work. As a result, you will maintain visibility and
relationships while ensuring the highest quality of your technical oversight work.
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85.

SUPERVISING OTHERS

INCREASE YOUR COMPETENCE AND CONFIDENCE AS A LEADER WITH PROVEN TECHNIQUES TO HELP YOU
TAKE CHARGE
The Supervising Others workshop will help supervisors become more efficient and proficient, with
information on delegating, managing time, setting goals and expectations (for themselves and others),
providing feedback, resolving conflict, and administering discipline.

86.

SUPERVISOR COMMUNICATION SKILLS

MAKE SURE YOUR MESSAGE GETS THE RECEPTION IT DESERVES BY LEARNING EFFECTIVE DELIVERY AND
FOLLOW UP
Communication is a complex set of behaviors and interactions that involves both giving and receiving a
plethora of information. In this course you will learn the importance of assertive speaking; asking directly for
what you need from others without being aggressive. You will discover techniques for holding others
accountable while also create and practice the art of equitable compromise.

87.

SYSTEMS THINKING: HOW TO SOLVE PROBLEMS

ADVERSITY IS A SETUP FOR OPPORTUNITY. LEARN HOW TO EFFECT CHANGE OUT OF EVERY CHALLENGE
From production and marketing to customer service and fulfillment, organizations are made up of a series of
interconnected parts. And while each function may appear to operate efficiently on its own, a change in just
one cog can throw the whole system out of whack, creating a continuous chain reaction of problems. If your
organization is plagued by nagging issues that affect its performance, it’s time for a new approach. Systems
thinking is a proactive problem-solving technique that examines the relationships between various
organizational functions and how they impact each other. What makes systems thinking so powerful is that
it enables your organization to predict the consequences of change, eliminate silo thinking, adjust
perspectives to see different viewpoints, and remain focused on the big picture. Get your problem-solving
approach in gear with Systems Thinking: How to Solve Problems so they Stay Solved, the program that helps
your organization find optimal solutions to complex challenges, improve innovation, and increase
productivity.

88.

TAKING CONTROL OF CONFLICT

WARD OF CONFLICT BY ARMING YOURSELF WITH NEW TOOLS, COMMUNICATION TECHNIQUES, AND
CONFIDENCE
Recent studies reveal that employees exhaust almost three hours each week dealing with workplace
conflict. At an annual cost of $359 billion in paid hours, organizations can’t afford these losses. But with the
proper training, people can learn how to handle conflict maturely and collaboratively—and maybe prevent
it altogether. A classroom training program, Taking Control of Conflict introduces the different types of
conflict, shows individuals how to communicate clearly and tactfully, explores appropriate resolution
strategies, and establishes a common-sense approach for preventing unnecessary conflict.

89.

TALENT MANAGEMENT

PLUG THE TALENT “BRAIN DRAIN” BY FINDING, NURTURING, AND RETAINING THE RIGHT PEOPLE
We all know that training and retraining costs money and Talent Management can reduce these costs.
Recruiting the correct people, and keeping a talented workforce is a priority in today's business
environment. Having a talented group of employees has always been a key to success; it will translate into
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cost savings and higher productivity. Talent Management is the investment that will pay dividends over the
course of its use.

90.

.TALK LIKE A LEADER

USE YOUR LEADERSHIP VOICE: CONVEY IDEAS AND STRATEGIES WITH THE PRECISION AND CONFIDENCE
NEEDED TO GET THINGS DONE
Successful leaders know there is more to communication than talk alone. It requires the ability—and the
confidence—to effectively convey the organization’s vision, express competence, cultivate relationships,
and offer support to others. Talk Like a Leader is a classroom training program that targets the
communication most essential for effective leadership and empowers leaders to excel at communicating
with their employees.

91.

TOUGHEST SUPERVISOR CHALLENGES

CASTAWAY: LEADING A TEAM CAN BE CHALLENGING AND UNPOPULAR. NEW AND EXPERIENCED
MANAGERS ALIKE CAN LEARN TOOLS AND TECHNIQUES TO BUILD AND MAINTAIN A SUCCESSFUL TEAM
When dealing with issues such as employee performance, personality clashes, and conflict, the truth is that
there are no quick fixes. Successful supervisors know it takes time to do what’s best for the long-term
success of the organization, its employees, and even themselves. They also know that they can overcome
just about any challenge by exercising the “three keys”: realism, restraint, and resolve. The Toughest
Supervisor Challenges gives both new and experienced managers the supervisory skills, tools, and
techniques they need to evaluate the situation at hand and choose the appropriate response.

92.

VIRTUAL TEAM BUILDING AND MANAGEMENT

HOW TO BE A TEAM PLAYER, WHEN THE REST OF YOUR TEAM IS HALF A WORLD AWAY
With a virtual team you have the normal issues of a localized team, with the additional challenges of
distance and cultural differences. Virtual Team Building and Management will give you participants the
knowledge to work with these challenges and succeed in a growing global workforce.

93.

WHY WE STRUGGLE WITH TOUGH DECISIONS

DECIDE TO DECIDE: HOW TO DEAL WITH AND MAKE TOUCH DECISIONS, AND EMBRACE CHANGES BEFORE
THEY HAPPEN
Did you know people make an average of 70 decisions each and every day? Sure, not all of them are highimpact, but nevertheless, decision making is a skill that’s critical to performance and success. And while
some decisions require little brainpower to execute, others are not so simple. Sometimes decision making is
a frustrating challenge, especially when the available options conflict with personal values or there’s
concern for the potential consequences. Before employees are faced with the next staffing change, budget
cut, career move—or any other high-impact decision—empower them with Why We Struggle with Tough
Decisions: Overcoming Doubts and Dilemmas. It’s the program that guides individuals through the key steps
they need to take before, during, and after the decision-making process. From exploring personal values
and understanding the role of emotions to analyzing data and discovering common decision-making traps,
Why We Struggle with Tough Decisions first helps individuals to understand why they’re struggling with a
decision and then gives them the skills, techniques, and strategies to make the right choices with
confidence and conviction.
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94.

WOMAN AND LEADERSHIP

RUNNING WITH THE BULLS – IN HEELS: WOMEN BRING UNIQUE PERSPECTIVES TO THE WORKPLACE. FIND
OUT HOW BREAKING THE GLASS CEILING OPENS UP OPPORTUNITIES FOR ALL
Research studies have shown that companies with sustained high representation of women - that is, three
or more women board directors in at least four of five years - significantly outperformed those with no
women board directors. Statistics like this prove women have the skills to not only take on top leadership
positions, but to also have an impressive impact on their organization’s success. Still, we rarely see women
in higher positions of power because the reality of the glass ceiling is all too real. There exist a multitude of
challenges preventing women from reaching higher level positions; including preconceived notions of a
woman’s working ability as it relates to a societal and organizational context and from an internal context or rather, those self-imposed barriers women place on themselves. Women and Leadership identifies the
specific challenges imposed on women in the workplace and provides an in-depth look at how they can
combat these obstacles to maximize their strengths - helping not only women, but all professionals and
organizations as they work to build the leadership skills of their employees.

95.

WORK- LIFE BALANCE

WHY JUGGLE WHEN YOU CAN BALANCE. BUILD YOUR SKILLS TO MAINTAIN WORK/LIFE PEACE OF MIND
With a Work-Life Balance you will be managing your time better. Better time management will benefit all
aspects of life; you will be working less and producing more. This workshop will show how to focus on the
important things, set accurate and achievable goals, and communicate better with your peers at work and
your family at home.

96.

WORKLOAD BALANCE

UNLEASH YOUR INNER TASK MASTER! MAINTAIN YOUR “ON-TIME” STATUS WITH EVERY WORKLOAD
This Workload Balance session challenges participants to evaluate how they plan and prioritize their work in
order to produce effective and on-time results. This highly interactive, skill practice workshop will provide
participants with an opportunity to self-assess their current skills and practices in the area of time
management and how they manage their workload around it.

97.

WORKPLACE DIVERSITY

EVERYONE BENEFITS FROM DIVERSITY. FIND OUT HOW ADVANCING THE MELTING POT CAN HELP YOU
GROW IN THE OFFICE AND BEYOND
The Workshop Diversity workshop will help participants understand what diversity is all about, and how they
can help create a more diverse world at work and at home. They will be instructed to use skills such as
active listening to receive messages in a diverse population, employ effective questioning techniques, and
communicate with strength.
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MARKETING AND COMMUNICATIONS
There is an art to impacting and influencing those around you. Learn to market yourself, services, and/or
products by getting your audience to identify with you and your message. Starting with the basics of
branding and developing a professional reputation, we’ll help you uncover the keys to performance for you
and your organization.

1.

ART OF INFLUENCING OTHERS

HELP ME HELP YOU, AND OTHER PERSUASIVE COMMUNICATION TO GET PEOPLE ON BOARD
Lay the foundation for more effective communication in this highly interactive workshop. Develop creative
ways to establish rapport and build relationships through a deeper awareness of the power of nonverbal
communication. Learn how to avoid common communication barriers. Recognize communication styles
preferences, and tailor your communication to be more effective with each style. Learn methods for deescalating difficult situations and resolving conflict effectively. Through a series of structured experiences,
develop and learn to apply skills that improve your effectiveness when marketing your services in any
communication skill. The purpose of this training is to teach people the skills they need so that others will
want to grant them the power to affect outcomes. Our approach is to teach someone how to develop and
maintain rapport, how to resolve conflicts and handle difficult situations, and how to recognize others’
needs and support them in meeting their needs while meeting their own as well (“win-win”). The training
concludes with emphasizing the qualities that influential people have and give the participants an
opportunity to assess themselves in these areas.

2.

ART AND SCIENCE OF COMMUNICATION

IF YOU WANT TO BE HEARD, YOU HAVE TO SPEAK THE LANUAGE. LEARN HOW TO ADAPT A
COMMUNICATION STYLE THAT SPEAKS TO MOMENT AND ANY AUDIENCE
Good communication skills are essential for employees at all levels. The ability to convey ideas, give or
receive feedback, resolve differences, and persuade others are just as important as technical competence.
This program gives individuals an easy-to-use model of communication, helps them to overcome common
communication problems, and shows them how to tailor their communication style to work in any
situation.

3.

INTERNET MARKETING

TAP INTO THE GLOBAL MARKETPLACE USING THE TOOLS ALREADY AT YOUR FINGERTIPS
Internet Marketing will provide your participants with a great set of skills to market your business online.
Content is the king of Internet marketing, and your participants will need to know how to utilize your great
content. If you want your business to grow then your participants need to understand Internet Marketing
Fundamentals.

4.

MARKETING BASICS

IT’S ALL ABOUT THE PRESENTATION: LEARN THE TOOLS OF THE TRADE AND PRESENT ENGAGING
COMMUNICATIONS
Marketing Basics will provide the basic knowledge to your participants, and give them the ability to build
and grow your business. Marketing has changed a lot recently and having a new perspective will give your
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participants the needed information to assist them in their marketing decisions. No matter what your
product or service is, your business will benefit with a better understanding of marketing.

5.

MEDIA AND PUBLIC RELATIONS

UNCOVER THE SECRETS TO EFFECTIVELY COMMUNICATING YOUR MESSAGE TO THE WORLD
Media and Public Relations is the most successful method of communicating your value to those around
you. Furthermore, good networking skills enable you to tap into those relationships you already have and
increase the scope of your network. The larger the scope the more people knows you and offers you
opportunities.

6.

SOCIAL MEDIA

Learn the basics of setting up and managing social media accounts including Twitter, LinkedIn, Facebook,
Pinterest, and Google+. During this hands-on workshop, you’ll walk through the process of setting up the
initial social media communication structure so that you can stop posting one announcement four times.
You’ll also learn the value of providing a mix of personal, professional, educational, and academic posts to
engage your audience, including prospective customers.

7.

MEDIA COMMUNICATIONS

LEARN TO SHED PERSONAL EMOTIONS AND PROVIDE EFFECTIVE, FACTUAL COMMUNICATIONS
This skill-based workshop is designed to enhance the communication skills of professionals who
communicate directly with the public. The course focuses on effectively presenting the facts of a given
situation, and your organization’s position relative to those facts. Emphasis is placed on understanding
strategies, format, style, procedures, and processes necessary to communicate in the public affairs arena.

8.

MENTAL MODELS

LEARN TO MANAGE PERCEPTIONS AND INFLUENCE YOUR TEAM TO IMPROVE PERFORMANCE
Powerhouse organizations have one thing in common. They know how and when to challenge conventional
wisdom so that they always stay one step ahead. Even more, they know that complacency is a recipe for
disaster. That’s because they’re equipped to anticipate change, sense industry swings, and meet client
demands, maybe even before the client recognizes a need. But this skill isn’t limited to the Fortune 100. Big,
small, or somewhere in between, your organization can gain a competitive advantage with the right
mindset. Each one of us has a perception of reality about how the world works—a mental model. Like an
internal hard drive, they provide understanding, guide thinking, and direct decision making. Built from
everyday experiences, outside influences, and rewards such as money and success, mental models can be
both beneficial and detrimental to success. And just as technology shifts and advances, so does the need for
individuals, teams, and organizations to update, flex, and reconstruct mental models to improve
performance.

9.

PRESENTATION TECHNIQUES

BUILD LONG-LASTING IMPRESSIONS THAT ENGAGE YOUR AUDIENCE THROUGH CAPTIVATING
PRESENTATION TOOLS AND TECHNIQUES
Presentation Techniques is a program that prepares content experts to deliver information and skill-building
activities effectively and confidently. The course provides strategies for handling challenging situations;
ways to encourage learner involvement; along with how to use classroom technology, field questions, and
gauge how well learning is progressing. The class uses videotaping, discussion, and application exercises.
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10.

SOCIAL MEDIA AT WORK

LOOK BEFORE YOU POST: LEARN HOW TO USE SOCIAL MEDIA WISELY
Social Media at Work: Reap the Rewards and Avoid the Risks is the on-trend training program that explores
the do’s and don’ts of using social media in the workplace. Packed with ripped-from-the-headlines
examples, activities and exercise to test knowledge, a sample social media policy, and an action planning
worksheet, it’s the comprehensive solution your organization needs to help instill good judgment in
employees, build a social media presence, safeguard against from potential pitfalls, and implement a sound
policy.

11.

TRADE SHOW STAFF TRAINING

SEAL THE DEAL BY BECOMING A TRADE SHOW SUPER STAR! LEARN HOW TO MAKE CONNECTIONS WITH
POTENTIAL CUSTOMERS AND LOCKIN THOSE DEALS
Make sure your staff has the right tools to succeed with our Trade Show Staff Training course. A successful
trade show will benefit your company on many levels. The most basic statistic is that it can cost half as
much to close a sale made to a trade show lead as to one obtained through all other means. Get your staff
trained and get to that trade show!

12.

WHAT CUSTOMERS REALLY WANT

THE CUSTOMER ISN’T ALWAYS RIGHT, BUT YOUR SUCCESS DEPENDS ON THEM NEVER KNOWING IT
What is extraordinary customer service? We have all experienced it and, most likely remembered it. In this
course, participants will explore the concepts and benefits of superb customer service. Individuals will learn
ways of building positive rapport with various types of customers and then apply those skills in activities
and exercises throughout the course. They will dive deeper into workplace communication by examining
the do’s and don’ts of technology, and how to use these advances to further their customer alliances.
Further, groups will practice learned skills in dealing with difficult situations and making every interaction a
positive experience.
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ORGANIZATIONAL DEVELOPMENT
VOY STRATEGIES leads organizational teams, executive leadership, and employees through the lifecycle
of effective organizational development. This includes the comprehensive assessment of organizational
health beginning with strategy, mission, initial role definitions, delegations, management, leadership, etc.
through organizational change and sustainment. Our OD courses and workshops meet the needs of all
organizations and our cadre of instructors include experts at all levels of growth and performance.

1.

ART AND SCIENCE OF COMMUNICATION

IF YOU WANT TO BE HEARD, YOU HAVE TO SPEAK THE LANUAGE. LEARN HOW TO ADAPT A
COMMUNICATION STYLE THAT SPEAKS TO MOMENT AND ANY AUDIENCE
Good communication skills are essential for employees at all levels. The ability to convey ideas, give or
receive feedback, resolve differences, and persuade others are just as important as technical competence.
This program gives individuals an easy-to-use model of communication, helps them to overcome common
communication problems, and shows them how to tailor their communication style to work in any
situation.

2.

DEFINING TEAM ROLES AND RESPONSIBILITIES

STAY IN YOUR LANE: ESTABLISH EMPLOYEE ROLES AND RESPONSIBILITIES FOR EXCELERATED GROWTH
When a team is working well together, the result is high productivity and satisfaction. However, when team
roles and responsibilities are not clearly defined, the benefits of teamwork often vanish. This program helps
ensure that every team operates at its highest potential by defining the team vision and mission, creating a
mission critical action plan, establishing clear roles and expectations for individuals and obtaining
unconditional commitment and accountability from every team member.

3.

DELEGATING FOR GROWTH

BE THE COMMAND CENTER: USE TOOLS TO CONFIDENTLY ASSIGN DUTIES AND IDENTIFY OPPORTUNITIES
FOR GROWTH
Delegation is one of the most valuable professional skills you can master, and when done well, it can be
instrumental in the advancement of individuals—and the organization overall. Delegating for Growth is an
interactive skills training course that will help any manager to better understand the purpose of delegation,
prepare for and apply the steps to delegating effectively, and learn to recover from inevitable mistakes or
disappointments. This program will help to increase company-wide productivity, foster employee
confidence at all levels, and develop a team-driven culture.

4.

DELIVERING CONSTRUCTIVE CRITICISM

“WE NEED TO TALK” IS JUST AS UNCOMFORTABLE FOR THE PERSON WHO HAS TO SAY IT, AS IT IS FOR THE
PERSON HEARING IT. LEARN HOW TO TAKE SOME OF THE STING OUT OF “THE TALK”
Delivering Constructive Criticism is one of the most challenging obstacles for anyone. Through this workshop
your participants will gain valuable knowledge and skills that will assist them with this challenging task.
When an employee commits an action that requires feedback or criticism it needs to be handled in a very
specific way.
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5.

DIGITAL CITIZENSHIP

VIRTUALLY SPEAKING: BUILD CONNECTIONS AND GOOD COMMUNICATION IN THE AGE OF
CYBERMEETINGS
With an increasing dependence on technology and internet, your identity in the digital world becomes a
more defining quality in your performance. Our Digital Citizenship course will give your participants the
guidance needed in the ever changing digital world. As our lives are lived more and more online we all need
to translate our social skills into the virtual world. Digital Citizenship allows us to connect, collaborate, and
share by using technology appropriately. In person meetings are on the decline which makes it necessary to
engage people digitally. Being a good digital citizen means you have a set of skills to work in the digital
world.

6.

DIRTY LITTLE SECRETS THAT NEGATIVELY IMPACT THE WORKPLACE

BREAKING BAD: HOW TO SURVIVE – AND THRIVE – WITH THE OFFICE DRAMA KINGS AND QUEENS
Do you ever wish training would address what really goes on at work? You know, the people problems that
nobody wants to talk about. The people who create unnecessary obstacles or are obstacles themselves. This
program confronts those people problems head-on and gives you solutions and strategies for staying
positive and productive among “toxic” people and situations.

7.

DIVERSITY AWARENESS

THE WORKPLACE IS MORE DIVERSE THAN EVER, WHICH MEANS A WEALTH OF EXPERIENCE AND
PERSPECTIVE IS WAITING TO BE DISCOVERED. LEARN TO GROW FROM THE PEOPLE AROUND YOU
Feeling as though you are an outsider can be detrimental to your performance in a work environment that is
becoming increasingly more diverse. Diversity Awareness: Fostering an Environment of Inclusivity,
Sensitivity, and Respect in the Workplace, explores the subtle ways that these limitations occur and how to
combat them by fostering an environment that focuses on building respectful interactions. The program
defines diversity in broad terms, recognizing that people see differences in varying ways from educational
background to personal attributes and experiences, among other areas. Professionals at every level will
learn how to take proactive steps to find and capitalize on unique skills as well as exercise flexible thinking
and seek personal growth.

8.

DYNAMIC DECISION MAKING

YOU’LL NEVER KNOW IF YOUR DECISION IS THE RIGHT ONE UNTIL YOU MAKE IT. BREAKTHROUGH THE FEAR
OF MAKING DECISONS BY LEARNING NEW SKILLS AND TECHNIQUES
Using a case study approach, this course offers a straightforward, easy-to-follow process designed to
improve the way you make business decisions or any decision that can help you reach your goal. Our
decisions and choices shape our professional and personal lives. Sadly, decision-making is seldom taught as
a skill in its own right. This course will present a clear process and user-friendly techniques for making smart
choices.

9.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
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habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

10.

EFFECTIVE QUESTIONING

TO GET THE RIGHT ANSWERS, YOU NEED THE RIGHT QUESTIONS. PINPOINT THE MOST EFFECTIVE WAYS TO
ASK QUESTIONS SO THAT YOU GET PRECISE ANSWERS, WITH LESS EFFORT
Effective communication tools have become a more essential part of every employee’s day-to-day
interactions and are a requirement for success at work. Questioning is a powerful tool that is often
overlooked in communications training. Effective Questioning: A Different Way to Communicate brings a
unique insight into the effects of positive questioning, not only as a method of gathering information or
interrogating, but as a communication skill that can assist in coaching, problem solving, stimulating ideas,
encouraging discussion, expanding alternatives, and gaining understanding.

11.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

12.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

13.

EMPLOYEE ENGAGEMENT

GO BEYOND EXPECTATIONS, SHOW THEM WHAT IT MEANS TO BE DRIVEN AND A TEAM PLAYER
The most successful organizations realize that productivity is driven by employees who don't just do their
jobs, but who are committed to organizational goals and who put forth the discretionary effort to go above
and beyond what is required of them—in other words, by employees who are highly engaged. Clearly,
employee engagement is much more than the result of finding interest in one's work; rather, it is about the
organization's ability to establish a foundation of trust, respect, and appreciation. Companies that come up
short in these or other areas, such as establishing clear, consistent priorities, run the risk of losing some of
their best workers. So how do you effect an environment that circumvents potential shortcomings and
encourages employee retention?
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14.

EMPLOYEE INITIATIVE: HOW TO MAKE IT HAPPEN

WORK FOR THE JOB YOU WANT, NOT JUST THE JOB YOU HAVE BY EXCEEDING EXPECTATIONS
Many managers complain that their employees’ work is incomplete and lacks professionalism. On the other
hand, many employees complain that their managers don’t let them do interesting projects. The solution to
both situations is accomplished by empowering employees and requiring accountability in return. In this
program you will learn how to create a shared vision with your employees and identify and overcome
obstacles to empowerment. You will establish meaningful accountability measures and evaluate the most
effective way to “make it happen.”

15.

EMPLOYEE MOTIVATION

ARE MONDAYS A DRAG IN YOUR OFFICE?
The Employee Motivation workshop will give participants several types of tools to become a great
motivator, including goal setting and influencing skills. Participants will also learn about five of the most
popular motivational models, and how to bring them together to create a custom program.

16.

EMPLOYEE ONBOARDING

DON’T MISS THE OPPORTUNITY TO BUILD RELATIONS WITH YOUR EMPLOYEES EARLY AND MAKE THEM
INTO YOUR BEST ADVOCATES
Through Employee Onboarding, you will find it lowers costs related to employee turnover. It will increase
productivity and produce a happier and more skilled workforce. The new hire phase is a critical time for the
employee and company and having a structured set of procedures will make this time run smoother and
produce a greater chance of success.

17.

EMPLOYEE RECRUITMENT

JUST AS CUSTOMERS ARE THE NUTRIENTS THAT FEED THE COMPANY, EMPLOYEES ARE THE LIFE BLOOD.
HIRE WORKERS THAT WILL KEEP THE BLOOD PUMPING AND THE COMPANY THRIVING.
Hiring a new employee is one of the largest investments you can make in business. That is why hiring the
correct employee is so important. Hiring the right employee is more important than ever, as training can be
very expensive. Employee turnover costs companies a lot of money each year. This course will provide the
Employee Recruitment that your hiring department need to help them interview and recruit the right
employee for you.

18.

ETHICS IN THE WORKPLACE

TAKE THE GUESSWORK OUT OF ETHICS AND DEVELOP A TEAM WITH THE CONFIDENCE AND INTEGRITY TO
DO THE RIGHT THING
An ethical workplace establishes a solid foundation for organizational behavior, cultivates better teamwork
and productivity, creates consistent standards for company offerings, ensures the legality and enforcement
of corporate policies, and supports company growth and reputation. This program explores how workplace
ethics should be developed, how to create the standards and policies that support them, how employees
can be trained and managed to follow and support these standards, and how to deal with problems where
ethics are concerned.
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19.

EXECUTIVE AND PERSONAL ASSISTANTS

DEVELOP YOUR REPUTATION AS A SKILLED, POLISHED ASSISTANT WHO SUPERCEDES EXPECTATIONS
Our Executive and Personal Assistants workshop will show your participants what it takes to be a successful
assistant. Participants will learn what it takes to effectively manage a schedule, organize a meeting, and
even how to be a successful gatekeeper. Being an Executive or Personal Assistant takes a special skill set
and this workshop will provide your participants with the necessary tools.

20.

FINANCE FOR NON-FINANCIAL PROFESSIONALS

DEVELOP THE SKILLS TO EFFECTIVELY MANAGE YOUR BUDGET
This finance program gives you the tools to develop financial literacy that will enhance your professional
credibility and boost your decision-making skills. You will develop a working knowledge of the standard
practices, language, and fundamentals of finance and accounting that will enable you to control costs,
measure results and plan for growth and recognize and avoid problems that can affect the bottom line.

21.

FINANCIAL INTELLIGENCE

GET DOWN TO THE BASICS AND GAIN THE CONFIDENCE TO MAKE SOUND FINANCIAL DECISIONS
Financial Intelligence is a back-to-basics training program that’s perfect for anyone who needs to learn how
to read, interpret, and analyze the ten most commonly used accounting instruments. Managers,
particularly, will benefit from understanding the financial consequences of their decisions. And, in doing so,
be more able to contribute to planning and strategy discussions. From budgets and income statements to
EBITDA, break-even analysis, and profitability ratio, this program empowers individuals to control
operations, justify requests, translate performance into financial terms, and quantify their contribution to
the organization.

22.

FUNDAMENTALS OF EFFECTIVE FACILITATION

LEARN THE BASIC PRINCIPLES OF FACILITATION WITH THIS HANDS-ON COURSE IN FACILITATION
Many people find themselves asked to lead training because they are experts on the training topic. But,
knowing something and teaching others are two very different things. This program will give you the skills
to facilitate a training session effectively. You’ll understand how adults learn and how different styles of
learning appeal to different predispositions, or preferences for learning. You’ll also come away with tips and
strategies for making your presentations engaging and interactive.

23.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

24.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
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to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

25.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

26.

HIRING STRATEGIES

IT’S AS EASY AS KSAA: LEARN TO ATTRACT THE BEST EMPLOYEES WITH THE KNOWLEDGE, SKILLS, ABILITIES,
AND ATTITUDE THAT FIT YOUR COMPANY CULTURE
Successful companies are made up of great employees, so why not hire great employees? Hiring and
training employees is an expensive venture. Be sure to hire the right person for the right position. Hiring the
right person is more than just skills and abilities; it is about finding the right combination of skills, attitude,
and fit for your organization's culture.

27.

HOW TO HANDLE CHANGE AND UPHEAVAL

IN LIFE, WE FACE DEATH, TAXES, AND CHANGE. DON’T LET CHANGE BE THE DISRUPTION IN YOUR LIFE
Change is a certainty in today’s environment. The key to surviving and thriving is to take a proactive
approach to change. This program provides the tools to assess typical attitudes toward change, intervene in
the change cycle with positive strategies, and combat change-related stress.

28.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately. From
minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives individuals the
tools they need to control physical responses, reframe thinking, handle accidental outbursts, and learn longterm strategies for channeling emotions productively.

29.

HUMAN RESOURCE MANAGEMENT

FEELING OVERWHELMED BY THE MASSIVE TASKS OF MANAGING HUMAN RESOURCES?
The Human Resource Management workshop will give managers the basic tools to handle numerous human
resource situations such as interviewing, orientation, safety, harassment, discrimination, violence, discipline,
and termination. This workshop will provide your participants those skills and assist them with certain
Human Resource situations.
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30.

IDEAS INTO ACTION

LEARN HOW TO PUT YOUR CREATIVE IDEAS INTO ACTION
Innovation is a term that tends to make people uncomfortable. That's because it's surrounded by common
myths and misconceptions, such as "only creative people can be innovative," and "I don't know how to be
innovative." Simply put, the goal of innovation is to introduce something new or to make something better.
But that doesn't mean it has to be complex or difficult. Whether it's improving customer return policies or
developing high-tech products, innovation can happen anywhere in an organization — and by anyone. Part
of the Reproducible Training Library, Ideas Into Action: From Creativity to Innovation dispels the myths and
misconceptions surrounding innovation and guides people and teams through the innovation process, from
generating good ideas and encouraging creativity to developing a plan and implementing new concepts.

31.

IMPROVING WORK PROCESSES

MAXIMIZE THE TIME YOU SPEND ON THE CLOCK
Improving Work Processes suggests a strategy for applying process management to the routine and
recurring work of an organization as a tool for dealing with shrinking resources. Participants will have the
opportunity to identify and begin implementation of critical changes that will transform core processes to
create customer value.

32.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others,
express their feelings directly but appropriately, and have a capacity for developing meaningful
relationships. All of these traits are very important aspects of a collaborative, high achieving workplace. This
program offers you techniques to increase and develop your emotional intelligence. It guides you through
proven methods to apply emotional intelligence in the workplace to enhance employee relationships and
increase productivity.

33.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.

34.

CONDUCTING INTERNAL INVESTIGATIONS

LEARN THE TOOLS OF THE TRADE TO CONDUCT SEAMLESS, THOROUGH INVESTIGATIONS WITHIN YOUR
ORGANIZATION
Discrimination, harassment, theft, substance abuse, sabotage and misconduct are a few reasons why
employers conduct internal investigations. Depending on the nature of the event, sometimes a simple
investigation is all that is needed. At other times, a formal investigation is required. In any event, how the
investigation is handled can make the difference between a fair outcome and a lawsuit. This program gives
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you the knowledge and tools to conduct a good faith investigation with a reasonable conclusion, write
reports that are complete yet concise and maintain rapport and respect with employees.

35.

INTERVIEWING AND HIRING

IDENTIFY AND HIRE THE BEST EMPLOYEES FOR YOUR ORGANIZATION
Hiring quality employees is one of the most critical tasks in any organization. The basis of effective
interviewing is asking the right questions. Let’s face it. If you ask candidates hypothetical questions you will
get hypothetical answers. In this program you will learn the art of interviewing systematically so that you
are getting the information that is most critical for job performance. Identify competencies associated with
the job, conduct interviews, and practice evaluating and recruiting candidates in this highly interactive
curriculum.

36.

KNOWLEDGE MANAGEMENT

LEARN THE KEYS TO EFFECTIVELY MANAGING CORPORATE KNOWLEDGE WITH ORGANIZATIONAL TOOLS
AND TEMPLATES
The Knowledge Management workshop will give participants the tools that they will need to begin
implementing knowledge management in your organization, no matter what the size of the company or the
budget. Wherever there are humans working together for one goal, there is knowledge to be harvested,
stored, and dispensed as needed.

37.

LABOR RELATIONS: INTEREST BASED BARGAINING

NAVIGATE THE RED TAPE OF NEGOTIATIONS WITH INTEREST BASED BARGAINING TECHNIQUES
Increased focus on labor/management partnership has begun to change the informal, if not official,
definition of "bargaining." Associated terms such as "traditional" and "interest-based" seem to cloud the
issue. Many supervisors, managers, employees and union representatives are skeptical of the interest-based
approach. Some of that skepticism may stem from not fully understanding the concept, some from
resistance to the need for new skills and attitudes, while some may stem from negative experiences with
other types of negotiations. The ability to find common ground, to reach agreement, and to put positions
aside has become increasingly important as the Agency strives to become more efficient. This workshop
provides an overview of the tools and techniques necessary to reach high value negotiated decisions in
support of agency/organizational goals.

38.

LABOR MANAGEMENT RELATIONS: INTRODUCTION

BASIC LABOR RELATIONS INTRODUCTORY COURSE
Anyone who has read the Federal Service Labor Management Relations Statute (5 USC, Chapter 71 or Title
VII of the Civil Service Reform Act of 1978) knows that "the statute" is something less than easy to
understand. This workshop is designed to clarify basic information related to your daily interactions in a
labor/management environment.

39.

LEADERSHIP 101

LEARN THE PRIMARY QUALITIES OF EFFECTIVE LEADERSHIP
Great leaders aren’t just born that way—they must learn how to lead and influence others through
experience, mentoring, and training. By addressing everything from trust to perception to attitude,
Leadership 101 is a training program that gives both newly emerging and experienced leaders and managers
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the tools and techniques for developing and refining their skills. The bottom line? This learning resource will
help your organization retain employees and clients, make better decisions, and improve performance.

40.

LEADING THROUGH CHANGE

LEARN TO EFFECTIVELY MANAGE ORGANIZATIONAL CHANGE
Change management is the art and science of guiding an organization and its people through the
predictable transitions from current reality to a preferred future position. Change manifests in various
forms with diverse results and emotions, but there are two things that you can count on: change won’t go
away; it will only increase and you and the people around you need to learn to embrace change. In this
program, you will be taught to identify different reactions to change so that you will be better prepared to
help employees through it. You will design a plan to help others through change and apply that plan by
aligning systems and structures within your organization to better meet the needs of employees
experiencing change.

41.
LEADING TODAY’S WORKFORCE: A STEP-BY-STEP GUIDE TO BUILDING LEADERSHIP
SKILLS
LEARN TO DISTINGUISH LEADERSHIP SKILLS FROM MANAGEMENT SKILLS AND MAXIMIZE YOUR INFLUENCE
WITHIN YOUR NETWORK
Being a manager and being an effective “leader” are very different skill sets. This course will help you learn
what the biggest differences are between managers and leaders, how to put the leadership building blocks
into place and how to adapt the language of influence. Some of the areas covered will be: the ideal leader,
support systems, risk-taking, vision, relationship building, and listening effectively. This course is a must for
those managers who really want to make a difference!

42.

LEAN PROCESS AND SIX SIGMA

EXPLORE LEAN SIX SIGMA METHODOLOGIES AND PROCESSES
Our Lean Process and Six Sigma workshop will provide an introduction to this way of thinking that has
changed so many corporations in the world. This workshop will give participants an overview of the Six
Sigma methodology, and some of the tools required to deploy Six Sigma in their own organizations.

43.

LEARNING TO MANAGE

DISCOVER THE TOOLS AND TECHNIQUES OF EFFECTIVE MANAGEMENT
Learning to Manage walks you through the process of successful management by introducing the tools and
techniques for effectively handling five target areas — people, projects, performance, problems, and even
personal development because successful management starts with being able to manage yourself. Each of
these areas is essential to minimizing the stress associated with the transition from individual work as you
learn to delegate, communicate, and most of all, develop your employees — laying the foundation for
productivity and organizational success.

44.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.
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45.

MANAGE GENERATION X EMPLOYEES

ADOPT NEW STRATEGIES TO MANAGE GENERATION X EMPLOYEES IN A MALENNIAL ENVIRONMENT
Examine Generation X, who are they, what makes them that way as well as the challenges and benefits they
have brought to the forefront of today’s workplace. Learn proven strategies on how to get along with others
at work that have a different view of and approach to work-life. Techniques on managing and motivating
Generation X-ers are included.

46.

MANAGER MANAGEMENT

LEARN TO LEAD AND GROW YOUR MANAGERS
Manager Management takes a special type of leader. This workshop will expand your participant's
knowledge and provide a way for them to teach and lead new and experienced managers. As every manager
knows that learning never stops, this workshop will have something for everyone.

47.

MANAGING MANAGERS

IMPROVE YOUR VALUE BY IMPROVING YOUR LEADERSHIP SKILLS AND EFFECTIVELY MANAGING YOUR
BUSINESS
Managing managers takes courage, and in this course we give you a simple, but effective two-pronged
approach focusing on developing your business strategy, while also improving your leadership skills.
Balancing daily tasks with long-term strategic thinking. If you have managers reporting to you, lots of their
stuff ends up being fires for you to put out. Your direct reports may manage a wide variety of functions, and
it's difficult for you to create a sense of unity and cohesiveness for your entire group. If you're typical of
most mid-level managers (and of most people!), you would just as soon ignore sticky situations such as
dealing with difficult people. In fact, you may even back away.

48.

MANAGING PERFORMANCE

ENHANCE THE PERFORMANCE OF YOUR TEAM WITH THIS WORKSHOP TO PROMOTE GROWTH AND
ACCOUNTABILITY
This workshop provides an overview of the essential skills for managing individual performance on a daily
basis. The skills include conveying the organization's goals and their relationship to the individual's goals,
collaboratively setting expectations, documenting performance, giving feedback, writing and
communicating performance summaries.

49.

MANAGING REMOTE/OFFSITE EMPLOYEES

MAXIMIZE YOUR TEAM’S PERFORMANCE BY COLLABORATIVELY BUILDING YOUR VIRTUAL WORKFORCE
Organizations are buzzing about the potential benefits and competitive advantage an offsite workforce has
to offer. Decreased turnover and absenteeism. Improved retention. Cost reduction. Access to a larger pool
of talent. And there are perks for the individual too, including increased flexibility, independence, and a
better work-life balance. But let's face it. Managing a remote workforce takes more than smartphones, WiFi,
web cams, and expense allowances. It requires the right employees in the right jobs with the right skills and
the right resources. And it also requires managers with the know-how to communicate effectively, maintain
a sense of community, cultivate teamwork and develop relationships built on trust.
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50.

MANAGING STRESS

LEARN TO ACHIEVE BALANCE AND MINIMIZE THE IMPACT OF STRESSORS IN YOUR PROFESSIONAL AND
PERSONAL LIFE
Explore strategies for managing stress and minimizing its effects. This program provides a look at the
stress cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and
gain renewed energy and enthusiasm.

51.

MANAGING TECHNICAL PROFESSIONALS

LEARN TO EFFECTIVELY COMMUNICATE AND MANAGE SPECIALIZED TEAMS WITH AN ARSENAL OF TOOLS
AND TECHNIQUES THEY RESPECT
All managers face challenges, but managers of technical professionals face an additional and unique blend
of challenges. Whether it is scientists, engineers, health professionals, or architects the nature of technical
professionals and their work requires a second set of management tactics. Learn tips and tricks on how to
manage, lead, motivate, and communicate effectively with teams focused on solving highly complex issues.

52.

MANAGING WORKPLACE ANXIETY

SET BOUNDARIES AND CREATE A POSITIVE WORKPLACE ENVIRONMENT TO MINIMIZE ANXIETY AND
MAXIMIZE PRODUCTIVITY
Our Managing Workplace Anxiety workshop will provide your participants the important skills and
resources to recognize and manage workplace anxiety. By identifying these symptoms and coping skills
employees and managers will be better suited in dealing with these common situations. Through this
workshop your participants will be better suited to the challenges that the workplace can bring.

53.

MEASURING ORGANIZATIONAL PERFORMANCE

THE SCALES DON’T LIE: DEVELOP PERFORMANCE MEASURES THAT SHOW A TRUE PICTURE OF YOUR
ORGANIZATION
Measuring Organizational Performance Workshop is an intensive learner-centered course for work groups
and teams writing performance goals and measures. This course is ideal for intact teams with planning
experience wishing to develop organizational measures. This customizable course teaches common
terminology, drivers for instituting performance measurement, organizational implications of implementing
performance measurements to designing the measure, collecting data, and using information for
continuous improvement. Activities lead to the development of actual performance measures and will give
participants a good start toward the development of their performance goals.

54.

MEDIA AND PUBLIC RELATIONS

UNCOVER THE SECRETS TO EFFECTIVELY COMMUNICATING YOUR MESSAGE TO THE WORLD
Media and Public Relations is the most successful method of communicating your value to those around
you. Furthermore, good networking skills enable you to tap into those relationships you already have and
increase the scope of your network. The larger the scope the more people knows you and offers you
opportunities.

55.

MIDDLE MANAGER

LEARN THE ROPES OF BEING THE “GO BETWEEN” WITHIN YOUR ORGANIZATION
Traditionally, middle managers make up the largest managerial layer in an organization. The Middle
Manager is responsible to those above them and those below them. They head a variety of departments
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and projects. In order for a company to operate smoothly, it is essential that those in middle management
be committed to the goals of the organization and understands how to effectively execute these goals.

56.

MYERS BRIGGS TYPE INDICATOR (MBTI)

EVER WONDER HOW OR WHY YOUR PERSONALITY CLASHES OR MESHES WITH OTHERS IN YOUR
PROFESSIONAL OR SOCIAL NETWORKS? LEARN TO IDENTIFY THE KEY FACTORS THAT IMPACT AND
INFLUENCE BEHAVIORS WITHIN YOUR WORLD
This course introduces the basic concepts of the Myers Briggs Indicator; participants will learn their
Personality type. Participants will understand how various personalities process information, take in data,
perceive themselves and others, make decisions, and relate to the world around them. These characteristics
of each MBTI type may arise as possible conflicts within the work environment and how to mitigate and
resolve are uncovered.

57.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher productivity.
With realistic examples and role-playing activities, this program helps participants as they prepare, carryout, and close difficult conversations in the most productive manner—leading them to embrace, rather than
fear confrontation and produce long-lasting benefits for both the employee and organization.

58.

OFFICE POLITICS

POLITICS DOESN’T HAVE TO BE A BLOODSPORT. FIND THE BENEFITS OF BEING POLITICALLY SAVVY
Office politics often stirs up negative images and memories of bad experiences. Learn about negative tactics
and the positive side of office politics. Discover how to use office politics to your advantage while being
true-to-yourself.

59.

OFFICE POLITICS FOR MANAGERS

THERE’S NO GETTING AROUND OFFICE POLITICS, BUT YOU CAN HELP YOUR EMPLOYEES NAVIGATE THE
LANDSCAPE TO THEIR BENEFIT
Office Politics is about creating and maintaining better relationships and communicating and working with
your peers and colleagues in a way that is mutually beneficial. Employees who understand the positive
aspects of Office Politics are better team members and end up being more successful and productive.

60.

ORGANIZATIONAL TRUST-BUILDING

LEARN TO BUILD TRUSTWORTHY RELATIONSHIPS WITHIN YOUR ORGANIZATION
When talking about trust in the workplace, there are two levels of trust that are in play: organizational trust
and personal trust. Many times these two levels are intertwined and are hard to tell apart. Leaders within
your workplace often have an incredible amount of influence over the culture of trust in your organization.
This program will teach you the benefits and behaviors that will inspire a trusting culture, recognize and
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practice the Five Pillars of Trust, and regain trust that has been lost. Trust is the key to a cohesive and
collaborative organizational culture.

61.

PERSONAL PRODUCTIVITY

DEVELOP THE CORE MOTIVATIONAL DRIVERS WITHIN YOUR PERSONNEL TO ENHANCE THE SUCCESS OF
YOUR ENTIRE TEAM
Personal Productivity is a goal most of us have. Through this workshop your participants will be on the right
track in achieving that goal. Some people blame everything that goes wrong in their life on something or
someone else, but through this workshop your participants will take ownership and begin to lead a more
productive life.

62.

PREVENTING WORKPLACE HARASSMENT

DON’T GET BURNED BY HARASSERS – LEARN TO IDENTIFY AND EXTINGUISH ISSUES BEFORE THEY DEVELOP
In this harassment prevention program, you’ll learn the answers to all of your questions about dealing with
harassment in the workplace. You’ll read about real cases, learn some tips and tools for dealing with
situations that may come up, and implement steps to prevent the occurrence of harassment.

63.

PRESENTATION TECHNIQUES

BUILD LONG-LASTING IMPRESSIONS THAT ENGAGE YOUR AUDIENCE THROUGH CAPTIVATING
PRESENTATION TOOLS AND TECHNIQUES
Presentation Techniques is a program that prepares content experts to deliver information and skillbuilding activities effectively and confidently. The course provides strategies for handling challenging
situations; ways to encourage learner involvement; along with how to use classroom technology, field
questions, and gauge how well learning is progressing. The class uses videotaping, discussion, and
application exercises.

64.

SEXUAL HARASSMENT

STOP HARASSMENT IN ITS TRACKS! LEARN THE SIGNS OF A PROBLEM AND WHAT TO DO IF AN EMPLOYEE IS
IN JEOPARDY
More than half of all workers have experienced sexual harassment on the job. The resulting cost to
companies can be thousands or even millions-of dollars. This program provides practical guidelines to help
organizations understand what sexual harassment is, how to handle it when it occurs, and how to avoid it in
the first place.

65.

SKILLFUL COLLABORATION

“PLAYS WELL WITH OTHERS” GOT YOU THROUGH SCHOOL. NOW LET IT MAKE YOU A “MOST VALUABLE
PLAYER” ON THE WORK TEAM
The benefits of collaboration are significant, both for individuals and organizations. That is, when things run
smoothly. But there’s much more to collaboration than working side-by-side with people. Skillful
Collaboration: Working Successfully with Others to Achieve a Common Goal is a classroom training program
that helps individuals to structure an effective process that enables them to develop harmonious and
productive working relationships, from setting common objectives to troubleshooting obstacles and
building networks.
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66.

STAFF STUDIES: INTRODUCTION

STAFF STUDIES CAN BE VITAL, IF YOU KNOW WHAT TO LOOK FOR AND HOW TO USE THE INFORMATION
THEY REVEAL
Introduction to Staff Studies enhances the skills needed to effectively execute the increasingly critical and
expanding requirements for staff studies. Participants will examine the major components of a staff study
and identify methods to increase both their efficiency when doing a study and the effectiveness of the
study.

67.

STRATEGIC PLANNING (FUNDAMENTALS)

A GOOD PLAN IS ONLY AS EFFECTIVE AS THE PLANNING. GET THE TOOLS YOU NEED TO ENSURE YOUR BEST
LAID PLANS DON’T GO AWRY
What ensures the long-term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don’t. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

68.

SUCCESSION PLANNING

LEAVE A LEGACY OF SUCCESS BY ENSURING THE PROPER PEOPLE AND SYSTEMS ARE IN PLACE TO STRIVE IN
THE FUTURE
Succession planning is necessary to maintain company culture and institutional knowledge, and to plan for
the future with some assurance that key posts will be filled with capable people who can carry out the
organization’s vision. This program shows you how to conduct a gap analysis to identify current and future
needs, how to create a pipeline of potential top leadership, and how to bring selection systems, reward
systems and management development into alignment with the process of leadership renewal.

69.

SUPPLY CHAIN MANAGEMENT

DON’T JUST GO WITH THE FLOW - CREATE A STREAM OF PROGRESS
With Supply Chain Management your company and employees will be on target to lower costs, improving
efficiency, and increase customer satisfaction. This course will provide your employees with the
understanding of how Supply Chain Management can improve and help almost any type of business.

70.

SYSTEMS THINKING: HOW TO SOLVE PROBLEMS

ADVERSITY IS A SETUP FOR OPPORTUNITY. LEARN HOW TO EFFECT CHANGE OUT OF EVERY CHALLENGE
From production and marketing to customer service and fulfillment, organizations are made up of a series of
interconnected parts. And while each function may appear to operate efficiently on its own, a change in just
one cog can throw the whole system out of whack, creating a continuous chain reaction of problems. If your
organization is plagued by nagging issues that affect its performance, it’s time for a new approach. Systems
thinking is a proactive problem-solving technique that examines the relationships between various
organizational functions and how they impact each other. What makes systems thinking so powerful is that
it enables your organization to predict the consequences of change, eliminate silo thinking, adjust
perspectives to see different viewpoints, and remain focused on the big picture. Get your problem-solving
approach in gear with Systems Thinking: How to Solve Problems so they Stay Solved, the program that helps
your organization find optimal solutions to complex challenges, improve innovation, and increase
productivity.
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71.

TALENT MANAGEMENT

PLUG THE TALENT “BRAIN DRAIN” BY FINDING, NURTURING, AND RETAINING THE RIGHT PEOPLE
We all know that training and retraining costs money and Talent Management can reduce these costs.
Recruiting the correct people, and keeping a talented workforce is a priority in today's business
environment. Having a talented group of employees has always been a key to success; it will translate into
cost savings and higher productivity. Talent Management is the investment that will pay dividends over the
course of its use.

72.

TEAM BUILDING

BE THE BASE THAT HOLDS YOUR TEAM UP. BUILD SUCCESSFUL EMPLOYEES BY DEVELOPING YOUR OWN
STRENGTHS AND A WINNING PLAN OF ACTION
Before you can build a cohesive team, individual team members must understand their own values and the
ways they connect with others. In this Team Building program, you will learn skills to communicate more
effectively, minimize misunderstandings and conflict, and build your sense of value. The program takes you
further, helping you take your individual strengths to build a group identity. You will create a team mission
statement, ground rules, and a plan to foster trust and morale that will lead your team to success.

73.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues.

74.

TEAM EXCELLENCE

OUT OF MANY COMES ONE DYNAMIC TEAM. FIND OUT HOW TO HONE IN ON EACH EMPLOYEE’S
STRENGTHS AND EXPERIENCES TO BUILD MORE COHESIVE AND PRODUCTIVE WORK GROUPS
Organizations know that every one of their employees is valuable and contributes unique talents and
experience to each project or task at hand. So, comparatively, when employees come together as a team,
the end result is typically even greater success—that is, when members understand how to work
collaboratively. Effective collaboration not only helps to increase the quality of results, but also the
productivity. Team Excellence is the training resource that ensures teams achieve these outcomes.
Participants fundamentally learn to CARE by discovering techniques for effective Communication,
maximizing individual Ability, producing Results, and fostering Esprit de corps. Among these techniques,
they learn to create synergy, set goals, cultivate accountability, and coordinate effective team building
activities, effectively allowing them to achieve high performance.

75.

TEAM FOUNDATION

LAY THE FOUNDATION FOR WORKING SMARTER. LEARN HOW TO STRATEGICALLY BUILD THE RIGHT TEAM
FOR EVERY PROJECT
Since the advent of downsizing, organizational flattening and layoffs, teams rather than individuals are
doing more work. This Team Foundation course provides a solid base for making the most of teams by
looking at how to create the appropriate type of team to accomplish a particular task, how to prepare
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employees for the different stages of team development they will experience as their teams mature, and
how to change organizational systems and structures in order to create a culture that supports teams.

76.

TELEWORK AND TELECOMMUTING

WORKING IN YOUR PJ’S SOUNDS LIKE A DREAM, BUT IF YOU DON’T KNOW SOME OF THE PITFALLS OF
TELEWORKING, IT CAN QUICKLY BECOME A NIGHTARE. GET THE INSIDE INFO ON TELEWORK SUCCESS
Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional
challenges created by not being in a centralized office. Communication issues alone make it a challenging
job, and recognizing these challenges will help the participants become great teleworkers. Learn the ropes
with the Telework and Telecommuting workshop.
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PERFORMANCE MANAGEMENT
VOY STRATEGIES offers individual and organizational training to enhance the performance of employees
and team members through our courses designed to improve effectiveness and proficiency. In our series of
performance management of classes and workshops, we’ll provide practical scenario-based training that is
tailored to small or large groups.

1.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

2.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

3.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

4.

EXECUTIVE AND PERSONAL ASSISTANTS

DEVELOP YOUR REPUTATION AS A SKILLED, POLISHED ASSISTANT WHO SUPERCEDES EXPECTATIONS
Our Executive and Personal Assistants workshop will show your participants what it takes to be a successful
assistant. Participants will learn what it takes to effectively manage a schedule, organize a meeting, and
even how to be a successful gatekeeper. Being an Executive or Personal Assistant takes a special skill set
and this workshop will provide your participants with the necessary tools.
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5.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

6.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

7.

IMPROVING WORK PROCESSES

MAXIMIZE THE TIME YOU SPEND ON THE CLOCK
Improving Work Processes suggests a strategy for applying process management to the routine and
recurring work of an organization as a tool for dealing with shrinking resources. Participants will have the
opportunity to identify and begin implementation of critical changes that will transform core processes to
create customer value.

8.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others, express
their feelings directly but appropriately, and have a capacity for developing meaningful relationships. All of
these traits are very important aspects of a collaborative, high achieving workplace. This program offers you
techniques to increase and develop your emotional intelligence. It guides you through proven methods to
apply emotional intelligence in the workplace to enhance employee relationships and increase productivity.

9.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.
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10.

MANAGING PERFORMANCE

ENHANCE THE PERFORMANCE OF YOUR TEAM WITH THIS WORKSHOP TO PROMOTE GROWTH AND
ACCOUNTABILITY
This workshop provides an overview of the essential skills for managing individual performance on a daily
basis. The skills include conveying the organization's goals and their relationship to the individual's goals,
collaboratively setting expectations, documenting performance, giving feedback, writing and
communicating performance summaries.

11.

MEASURING ORGANIZATIONAL PERFORMANCE

THE SCALES DON’T LIE: DEVELOP PERFORMANCE MEASURES THAT SHOW A TRUE PICTURE OF YOUR
ORGANIZATION
Measuring Organizational Performance Workshop is an intensive learner-centered course for work groups
and teams writing performance goals and measures. This course is ideal for intact teams with planning
experience wishing to develop organizational measures. This customizable course teaches common
terminology, drivers for instituting performance measurement, organizational implications of implementing
performance measurements to designing the measure, collecting data, and using information for
continuous improvement. Activities lead to the development of actual performance measures and will give
participants a good start toward the development of their performance goals.

12.

MIDDLE MANAGER

LEARN THE ROPES OF BEING THE “GO BETWEEN” WITHIN YOUR ORGANIZATION
Traditionally, middle managers make up the largest managerial layer in an organization. The Middle
Manager is responsible to those above them and those below them. They head a variety of departments
and projects. In order for a company to operate smoothly, it is essential that those in middle management
be committed to the goals of the organization and understands how to effectively execute these goals.

13.

MOTIVATING EMPLOYEES TO BE THEIR BEST

ACTIONS SPEAK LOUDER THAN WORDS – LEARN TO LEAD BY EXAMPLE AND IMPROVE PERFORMANCE
THROUGH MOTIVATION
The basic premise of this program is that motivation is not something you do to others; people motivate
themselves. This program is not about traditional extrinsic motivation techniques such as rewards,
incentives, salary, etc. These use a carrot or stick approach that tries to get employees to change their
behavior based on external factors. This program is about helping managers and supervisors create the
appropriate climate that fosters positive feelings and eliminates obstacles, then employees will be
intrinsically motivated. The three elements of this type of climate are community, influence and openness.
The program focuses on providing the skills and techniques you will need to help groups develop a sense of
community, to acquire influence over their work-related actions, and to enjoy the openness of shared
information and feelings.

14.

MULTI-GENERATIONAL WORKPLACE

LEARN TO IDENTIFY AND ADDRESS MULTI-GENERATIONAL ISSUES WITHIN YOUR ORGANIZATION
Today’s generationally-diverse workforce brings a variety of skills, knowledge, and experience to the
organization. However, finding ways to connect effectively with the various generations within the
workplace can be challenging. Through This program, gain a better understanding of the four generations
that make up the current workforce — Veterans, Baby Boomers, and Generations X and Y — and how their
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unique experiences and expectations impact their views and performance in the workplace. Learn
techniques that foster respectful communication with all groups.

15.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher productivity.
With realistic examples and role-playing activities, this program helps participants as they prepare, carryout, and close difficult conversations in the most productive manner—leading them to embrace, rather than
fear confrontation and produce long-lasting benefits for both the employee and organization.

16.

PERFORMANCE MANAGEMENT

LEARN THE TOOLS AND TECHNICQUEST TO BUILD AND SUSTAIN PERFORMANCE FROM YOUR KEY
EMPLOYEES
This Performance Management program teaches you the basic concepts of a performance management
system and the means needed for building and implementing a performance strategy within your
organization. This understanding empowers you to translate your strategy into actions that can be
measured and monitored throughout your organization.

17.

PERSONAL PRODUCTIVITY

DEVELOP THE CORE MOTIVATIONAL DRIVERS WITHIN YOUR PERSONNEL TO ENHANCE THE SUCCESS OF
YOUR ENTIRE TEAM
Personal Productivity is a goal most of us have. Through this workshop your participants will be on the right
track in achieving that goal. Some people blame everything that goes wrong in their life on something or
someone else, but through this workshop your participants will take ownership and begin to lead a more
productive life.

18.

POSITIVE APPROACHES TO RESOLVING PERFORMANCE PROBLEMS

BOOST PERFORMANCE WITHIN YOUR TEAM BY BUILDING ON THE STRENGTHS AND MITIGATING THE
WEAKNESSES
Countless organizations have some sort of goal-setting plan, and many managers do some sort of coaching.
However, when the situation gets sticky with employees not performing up to established goals, many
managers become uncertain how to handle the situation effectively. In this program you will learn how to
define and identify problem employees or non-performers and then create a plan that will encourage
employee buy-in and carry out a disciplinary session that will work for both you and your employees.
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19.

REAL-WORLD PROJECT MANAGEMENT

FORGET EVERYTHING YOU READ IN BUSINESS 101 AND GET DOWN TO THE BUSINESS OF MANAGING IN THE
REAL WORLD
Project management is getting more complex as organizations are keeping a close eye on schedules and
budgets in order to maintain productivity and profitability. This course covers the steps of project
management from definition and planning to implementation, monitoring, completion, and evaluation. You
will be able to complete a thorough and accurate project plan including task identification, scheduling and
budgeting; monitor the key project issues of schedule, budget, and performance deliverables; and develop
appropriate responses to potential problems. After the project is completed, you will deliver clear and
effective reports that include a formal evaluation of the project.

20.

RESOLVING CONFLICT AT WORK

YOU CAN’T ALWAYS DAM A RIVER BUT YOU CAN IRRIGATE IT. WHEN CONFLICT IS INEVITABLE, DIVERT IT
TOWARDS A POSITIVE OUTCOME
Conflict is an inevitable part of work. Whether between individuals or teams, at some point, conflict will
arise and need to be addressed. But resolving conflict doesn’t need to be a negative experience – in fact,
managing conflict can be a catalyst for positive change. This program explores various work relationships
and their impact on the employee, how business relationships can be managed to avoid unnecessary
conflict, how to use effective resolution steps when conflict occurs, and how to deal with difficult people
when managing conflict.

21.

SECRETS TO MANAGEMENT SUCCESS

LEARN THE ART OF TREATING YOUR TEAM AS PROFESSIONALS WHO ARE CAPABLE OF MAKING DECISIONS
AND PERFORMING THE TASKS YOU HIRED THEM TO DO
The big secret to management success is to treat employees as responsible adults. The really big secret: this
is not unlike the process of raising children to be responsible adults — set them up for success by giving
them small tasks/problems they have a good chance of handling well; don’t jump in and rescue them when
trouble arises; instead, let them learn from their mistakes. This program offers skills and tools to help
managers develop responsible employees, decrease struggles and conflict, encourage “accountable
moments” as learning opportunities and provide appropriate workplace counseling when needed. All the
secrets will be revealed!

22.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: COACHING FOR PERFORMANCE

EVERY GOOD PLAYER NEEDS A GREAT COACH. GUIDE YOUR TEAM TO SUCCESS THROUGH PROVEN
DEVELOPMENT TECHNIQUES
Ask any manager about sales coaching, and you’re likely to see them roll their eyes in response. Why?
Because most managers claim they don’t have the time, the skills, the patience, or the need to do it. But in
reality, creating a coaching culture will fundamentally change the way business is done. It will enable your
organization to develop the potential of its sales team, retain its top performers, and multiply sales. And
guess what? Coaching doesn’t involve hours of classroom time, role playing, or a retreat at a faraway
conference center. In fact, it’s not that at all. Coaching is about building a trust-based relationship that’s
focused on mutual growth, a little know-how about personal style, the ability to be flexible, and knowing
when to seize everyday moments as learning opportunities. The seventh module of the in-depth Business
Development/Sales training series, Coaching for Performance targets the skills sales managers need to be
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effective coaches throughout the selling process, from high-level planning in the early stages to tactical
decision making later in the cycle.

23.

SUPER MANAGER

BE A SUPER HERO TO YOUR STAFF BY IMPROVING YOUR SKILLS TO SOAR TO SUCCESS
As a manager, overseeing employee performance is an essential obligation. Yet, it’s more than just ensuring
a timely schedule of operations and quality production. Organizations that surpass expectations with
unmatched success ensure employees receive the necessary support, resources, and guidance to get the job
done. In a study on employee retention, a number of respondents pointed the finger back at their manager
citing behaviors such as a lack of recognition and an inability to meet commitments as some of the top
reasons for quitting. It takes a special manager to increase employee engagement and satisfaction in the
workplace—it takes a super manager.

24.

SUPERVISING IN AN AUTOMATED ENVIRONMENT

MAN VS. MACHINE – YOU CAN MANAGE BOTH SUCCESSFULLY WITH THE RIGHT BALANCE OF TIME AND
ATTENTION
Today’s work environment often includes high-tech oversight with traditional supervision skills. This course
provides strategies for balancing computer-based documentation and reporting with the face-to-face
coaching and encouragement your employees need to do their best work. You will learn how to establish a
regular schedule that combines both “open door” hours for your employees and colleagues and “closed
door” hours for concentrating on your computer work. As a result, you will maintain visibility and
relationships while ensuring the highest quality of your technical oversight work.

25.

SUPERVISING OTHERS

INCREASE YOUR COMPETENCE AND CONFIDENCE AS A LEADER WITH PROVEN TECHNIQUES TO HELP YOU
TAKE CHARGE
The Supervising Others workshop will help supervisors become more efficient and proficient, with
information on delegating, managing time, setting goals and expectations (for themselves and others),
providing feedback, resolving conflict, and administering discipline.

26.

WHY WE STRUGGLE WITH TOUGH DECISIONS

DECIDE TO DECIDE: HOW TO DEAL WITH AND MAKE TOUCH DECISIONS, AND EMBRACE CHANGES BEFORE
THEY HAPPEN
Did you know people make an average of 70 decisions each and every day? Sure, not all of them are highimpact, but nevertheless, decision making is a skill that’s critical to performance and success. And while
some decisions require little brainpower to execute, others are not so simple. Sometimes decision making is
a frustrating challenge, especially when the available options conflict with personal values or there’s
concern for the potential consequences. Before employees are faced with the next staffing change, budget
cut, career move—or any other high-impact decision—empower them with Why We Struggle with Tough
Decisions: Overcoming Doubts and Dilemmas. It’s the program that guides individuals through the key steps
they need to take before, during, and after the decision-making process. From exploring personal values and
understanding the role of emotions to analyzing data and discovering common decision-making traps, Why
We Struggle with Tough Decisions first helps individuals to understand why they’re struggling with a
decision and then gives them the skills, techniques, and strategies to make the right choices with confidence
and conviction.
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PROFESSIONAL DEVELOPMENT
VOY STRATEGIES is committed to increasing the skills and development of the professional workforce
and have developed several courses to improve performance, increase commitment, and enhance the
knowledge, skills, and abilities of entry level, mid-level, senior, and executive employees. Let us help you
discover the strengths of your team with a multi-day training seminar in our facilities or at your
organization.

1.

ART OF EFFECTIVE COMMUNICATION

SILENCE CAN BE GOLDEN: WORDS ARE ONLY HALF OF THE CONVERSATION. DECODING NON-VERBAL AND
OTHER COMMUNCATION STYLES CAN BRING NEW LIGHT AND LESS CONFLICT TO A CONVERSATION
It is not unusual to hear people in companies say, "We have a communication problem here." This two day
program will provide methods and information to analyze and improve your own communication and help
you help others. We communicate in many ways: with our words, tone, eyes, and bodies to name a few.
Understand the hidden meanings behind the various communication methods and devise strategies to
communicate more effectively and avoid unnecessary conflict.

2.

ART AND SCIENCE OF COMMUNICATION

IF YOU WANT TO BE HEARD, YOU HAVE TO SPEAK THE LANUAGE. LEARN HOW TO ADAPT A
COMMUNICATION STYLE THAT SPEAKS TO MOMENT AND ANY AUDIENCE
Good communication skills are essential for employees at all levels. The ability to convey ideas, give or
receive feedback, resolve differences, and persuade others are just as important as technical competence.
This program gives individuals an easy-to-use model of communication, helps them to overcome common
communication problems, and shows them how to tailor their communication style to work in any
situation.

3.

ASSERTIVENESS AND SELF-CONFIDENCE

HAVE YOUR INSECURITIES HELD YOU BACK? DO YOU HAVE IDEAS THAT WOULD BENEFIT YOUR TEAM BUT LACK THE CONFIDENCE
TO PRESENT THEM?
The Assertiveness and Self-Confidence workshop will give participants an understanding of what
assertiveness and self-confidence each mean (in general and to them personally) and how to develop those
feelings in their day-to-day lives. These skills will encompass many aspects of your participant's lives and
have a positive effect on all of them.

4.

ASSERTIVENESS SKILLS

A BETTER YOU MAKES A BETTER WE. GET THE TOOLS NEEDED TO BUILD THE CONFIDENCE AND CONTROL
NEEDED FOR GETTING WHAT YOU NEED AND SHOWCASING THE BEST YOU CAN BE
Assertiveness Skills are crucial to professional development, as well as other aspects of life. Some of these
skills include asking for what you need, handling confrontations gracefully, and putting ideas forward with
confidence. Not only do these skills improve teamwork, focus discussions, and build relationships, but they
also help individuals to become competent, constructive, confident, and perform at their best.
Assertiveness Skills provides the skill development, practice, and understanding individuals need to learn to
how to be truly assertive.
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5.

DEALING WITH DIFFICULT CONVERSATIONS

CAN WE TALK? TURN HARD CONVERSATIONS INTO OPPORTUNITIES FOR GROWTH
Why risk turning a difficult conversation into an ugly confrontation when you can facilitate it into a
beneficial opportunity? Dealing with Difficult Conversations can help you better prepare for communicating
under tough circumstances to make your message more effective, help you better control the situation, and
achieve a positive outcome.

6.

DELEGATING FOR GROWTH

BE THE COMMAND CENTER: USE TOOLS TO CONFIDENTLY ASSIGN DUTIES AND IDENTIFY OPPORTUNITIES
FOR GROWTH
Delegation is one of the most valuable professional skills you can master, and when done well, it can be
instrumental in the advancement of individuals—and the organization overall. Delegating for Growth is an
interactive skills training course that will help any manager to better understand the purpose of delegation,
prepare for and apply the steps to delegating effectively, and learn to recover from inevitable mistakes or
disappointments. This program will help to increase company-wide productivity, foster employee
confidence at all levels, and develop a team-driven culture.

7.

DELIVERING CONSTRUCTIVE CRITICISM

“WE NEED TO TALK” IS JUST AS UNCOMFORTABLE FOR THE PERSON WHO HAS TO SAY IT, AS IT IS FOR THE
PERSON HEARING IT. LEARN HOW TO TAKE SOME OF THE STING OUT OF “THE TALK”
Delivering Constructive Criticism is one of the most challenging obstacles for anyone. Through this workshop
your participants will gain valuable knowledge and skills that will assist them with this challenging task.
When an employee commits an action that requires feedback or criticism it needs to be handled in a very
specific way.

8.

DEVELOPING AND DELIVERING DYNAMIC PRESENTATIONS

BECOME A PRESENTATION ROCKSTAR. DISCOVER THE TRICKS TO ENSURE ALL EYES – AND ATTENTION - ARE
ON YOU DURING YOUR NEXT PRESENTATION
How many times have you viewed a presentation where it was clear the presenter was ill prepared? “Clicker
culture” refers to the vast majority of people in our culture — and in the audience to whom you present —
who have been conditioned by media (TV, movies, video, computers, radio). The average “sound bite” is 1520 seconds and getting shorter. If your presentation doesn’t get and keep their attention, they’ll “click and
change channels.” They may be physically present but mentally elsewhere. In this program you will learn
how to make your presentations meaningful, memorable, and motivating; a “must watch” presenter
prepared for prime time.

9.

DEVELOPING POSITIVE RELATIONSHIPS AT WORK

PLAY WELL WITH OTHERS: EVEN WHEN EMPLOYEES HAVE DIFFERENCE, HELP THEM TO FOCUS ON THE
SHARED SUCCESS THAT COMES FROM A UNIFIED TEAM
It’s no secret that the aim of every organization is to hire the best talent. But when it comes to success in
the workplace, Ivy League degrees and decades of professional experience are of no use if individuals fail to
develop and maintain healthy relationships. In other words, when the people in your organization can’t
work together and “play nice,” business is bound to suffer. Developing Positive Relationships is the positive
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learning experience your organization needs to ensure that individuals unite around a common mission,
value diversity, rise above personal slights, take responsibility, and cultivate an environment based on trust.

10.

DEVELOPING YOUR DIRECT REPORTS

CREATING SUCCESS FROM THE TOP DOWN. UNCOVER THE HIDDEN SKILLS IN YOUR DIRECT REPORTS IN
ORDER TO SUCCEED
Developing Your Direct Reports is a course in which participants will learn Development Coaching. So what’s
the difference between Performance Management and Development Coaching? Performance management
is focused on eliminating the weaknesses of the past and present. Development coaching, on the other
hand, targets employee strengths as the basis for future performance and the achievement of long-term
goals. And the other major difference? It requires the direct and regular involvement of the manager.

11.

DIGITAL CITIZENSHIP

VIRTUALLY SPEAKING: BUILD CONNECTIONS AND GOOD COMMUNICATION IN THE AGE OF
CYBERMEETINGS
With an increasing dependence on technology and internet, your identity in the digital world becomes a
more defining quality in your performance. Our Digital Citizenship course will give your participants the
guidance needed in the ever changing digital world. As our lives are lived more and more online we all need
to translate our social skills into the virtual world. Digital Citizenship allows us to connect, collaborate, and
share by using technology appropriately. In person meetings are on the decline which makes it necessary to
engage people digitally. Being a good digital citizen means you have a set of skills to work in the digital
world.

12.

DIRTY LITTLE SECRETS THAT NEGATIVELY IMPACT THE WORKPLACE

BREAKING BAD: HOW TO SURVIVE – AND THRIVE – WITH THE OFFICE DRAMA KINGS AND QUEENS
Do you ever wish training would address what really goes on at work? You know, the people problems that
nobody wants to talk about. The people who create unnecessary obstacles or are obstacles themselves. This
program confronts those people problems head-on and gives you solutions and strategies for staying
positive and productive among “toxic” people and situations.

13.

DISC ASSESSMENT

FULL FRONTAL REFLECTION: IT’S HARD TO UNDERSTAND OTHERS, WHEN YOU DON’T KNOW YOURSELF.
UNCOVER WHO YOU ARE, WHAT MAKES YOU TICK, AND WHAT YOU NEED IN ORDER TO ACHIEVE
This lesson gives students an understanding of the concept of self-assessment and its Importance. This is
facilitated through the use of the DiSC Self-Assessment tool, which is designed to identify a person's
behavioral tendencies and needs by highlighting four distinct dimensions: Dominance, lnfluence,
Steadiness, and Conscientiousness. The lesson begins with the objectives of DiSC and an explanation of the
importance of self-assessment. The rest and bulk of the lesson follows with an informative lecture detailing
the key characteristics of each dimension

14.

DIVERSITY AWARENESS

THE WORKPLACE IS MORE DIVERSE THAN EVER, WHICH MEANS A WEALTH OF EXPERIENCE AND
PERSPECTIVE IS WAITING TO BE DISCOVERED. LEARN TO GROW FROM THE PEOPLE AROUND YOU
Feeling as though you are an outsider can be detrimental to your performance in a work environment that
is becoming increasingly more diverse. Diversity Awareness: Fostering an Environment of Inclusivity,
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Sensitivity, and Respect in the Workplace, explores the subtle ways that these limitations occur and how to
combat them by fostering an environment that focuses on building respectful interactions. The program
defines diversity in broad terms, recognizing that people see differences in varying ways from educational
background to personal attributes and experiences, among other areas. Professionals at every level will
learn how to take proactive steps to find and capitalize on unique skills as well as exercise flexible thinking
and seek personal growth.

15.

DYNAMIC DECISION MAKING

YOU’LL NEVER KNOW IF YOUR DECISION IS THE RIGHT ONE UNTIL YOU MAKE IT. BREAKTHROUGH THE FEAR
OF MAKING DECISONS BY LEARNING NEW SKILLS AND TECHNIQUES
Using a case study approach, this course offers a straightforward, easy-to-follow process designed to
improve the way you make business decisions or any decision that can help you reach your goal. Our
decisions and choices shape our professional and personal lives. Sadly, decision-making is seldom taught as
a skill in its own right. This course will present a clear process and user-friendly techniques for making smart
choices.

16.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

17.

EFFECTIVE QUESTIONING

TO GET THE RIGHT ANSWERS, YOU NEED THE RIGHT QUESTIONS. PINPOINT THE MOST EFFECTIVE WAYS TO
ASK QUESTIONS SO THAT YOU GET PRECISE ANSWERS, WITH LESS EFFORT
Effective communication tools have become a more essential part of every employee’s day-to-day
interactions and are a requirement for success at work. Questioning is a powerful tool that is often
overlooked in communications training. Effective Questioning: A Different Way to Communicate brings a
unique insight into the effects of positive questioning, not only as a method of gathering information or
interrogating, but as a communication skill that can assist in coaching, problem solving, stimulating ideas,
encouraging discussion, expanding alternatives, and gaining understanding.

18.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.
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19.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

20.

EMPLOYEE ENGAGEMENT

GO BEYOND EXPECTATIONS, SHOW THEM WHAT IT MEANS TO BE DRIVEN AND A TEAM PLAYER
The most successful organizations realize that productivity is driven by employees who don't just do their
jobs, but who are committed to organizational goals and who put forth the discretionary effort to go above
and beyond what is required of them—in other words, by employees who are highly engaged. Clearly,
employee engagement is much more than the result of finding interest in one's work; rather, it is about the
organization's ability to establish a foundation of trust, respect, and appreciation. Companies that come up
short in these or other areas, such as establishing clear, consistent priorities, run the risk of losing some of
their best workers. So how do you effect an environment that circumvents potential shortcomings and
encourages employee retention?

21.

EMPLOYEE INITIATIVE: HOW TO MAKE IT HAPPEN

WORK FOR THE JOB YOU WANT, NOT JUST THE JOB YOU HAVE BY EXCEEDING EXPECTATIONS
Many managers complain that their employees’ work is incomplete and lacks professionalism. On the other
hand, many employees complain that their managers don’t let them do interesting projects. The solution to
both situations is accomplished by empowering employees and requiring accountability in return. In this
program you will learn how to create a shared vision with your employees and identify and overcome
obstacles to empowerment. You will establish meaningful accountability measures and evaluate the most
effective way to “make it happen.”

22.

EMPLOYEE MOTIVATION

ARE MONDAYS A DRAG IN YOUR OFFICE?
The Employee Motivation workshop will give participants several types of tools to become a great
motivator, including goal setting and influencing skills. Participants will also learn about five of the most
popular motivational models, and how to bring them together to create a custom program.

23.

ETHICS IN THE WORKPLACE

TAKE THE GUESSWORK OUT OF ETHICS AND DEVELOP A TEAM WITH THE CONFIDENCE AND INTEGRITY TO
DO THE RIGHT THING
An ethical workplace establishes a solid foundation for organizational behavior, cultivates better teamwork
and productivity, creates consistent standards for company offerings, ensures the legality and enforcement
of corporate policies, and supports company growth and reputation. This program explores how workplace
ethics should be developed, how to create the standards and policies that support them, how employees
can be trained and managed to follow and support these standards, and how to deal with problems where
ethics are concerned.
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24.

EXECUTIVE AND PERSONAL ASSISTANTS

DEVELOP YOUR REPUTATION AS A SKILLED, POLISHED ASSISTANT WHO SUPERCEDES EXPECTATIONS
Our Executive and Personal Assistants workshop will show your participants what it takes to be a successful
assistant. Participants will learn what it takes to effectively manage a schedule, organize a meeting, and
even how to be a successful gatekeeper. Being an Executive or Personal Assistant takes a special skill set and
this workshop will provide your participants with the necessary tools.

25.

FACILITATION SKILLS

LEARN TO MASTER THE ART OF FACILITATION BY ENGAGING AND INFLUENCING YOUR TEAM TO MEET
GOALS AND OBJECTIVES
The Facilitation Skills workshop can help any organization make better decisions. This workshop will give
participants an understanding of what facilitation is all about, as well as some tools that they can use to
facilitate small meetings. A strong understating of how a facilitator can command a room and dictate the
pace of a meeting will have your participants on the road to becoming great facilitators themselves.

26.

FINANCE FOR NON-FINANCIAL PROFESSIONALS

DEVELOP THE SKILLS TO EFFECTIVELY MANAGE YOUR BUDGET
This finance program gives you the tools to develop financial literacy that will enhance your professional
credibility and boost your decision-making skills. You will develop a working knowledge of the standard
practices, language, and fundamentals of finance and accounting that will enable you to control costs,
measure results and plan for growth and recognize and avoid problems that can affect the bottom line.

27.

FINANCIAL INTELLIGENCE

GET DOWN TO THE BASICS AND GAIN THE CONFIDENCE TO MAKE SOUND FINANCIAL DECISIONS
Financial Intelligence is a back-to-basics training program that’s perfect for anyone who needs to learn how
to read, interpret, and analyze the ten most commonly used accounting instruments. Managers,
particularly, will benefit from understanding the financial consequences of their decisions. And, in doing so,
be more able to contribute to planning and strategy discussions. From budgets and income statements to
EBITDA, break-even analysis, and profitability ratio, this program empowers individuals to control
operations, justify requests, translate performance into financial terms, and quantify their contribution to
the organization.

28.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up to
the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.

29.

FUNDAMENTALS OF EFFECTIVE FACILITATION

LEARN THE BASIC PRINCIPLES OF FACILITATION WITH THIS HANDS-ON COURSE IN FACILITATION
Many people find themselves asked to lead training because they are experts on the training topic. But,
knowing something and teaching others are two very different things. This program will give you the skills to
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facilitate a training session effectively. You’ll understand how adults learn and how different styles of
learning appeal to different predispositions, or preferences for learning. You’ll also come away with tips and
strategies for making your presentations engaging and interactive.

30.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

31.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

32.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

33.

HOW TO HANDLE CHANGE AND UPHEAVAL

IN LIFE, WE FACE DEATH, TAXES, AND CHANGE. DON’T LET CHANGE BE THE DISRUPTION IN YOUR LIFE
Change is a certainty in today’s environment. The key to surviving and thriving is to take a proactive
approach to change. This program provides the tools to assess typical attitudes toward change, intervene in
the change cycle with positive strategies, and combat change-related stress.

34.

HOW TO MAKE YOURSELF INDISPENSABLE

BECOME IRREPLACEABLE BY BEING THE BEST IN THE BUSINESS
Indispensable employees are always indispensable, no matter where they go or what they do. That’s
because it’s more about attitude than skill set. They know the key to their success is to work smarter, not
harder. They understand where to focus their energy to get the greatest return on their efforts. They take
time out to plan and they offer a solution for every problem. They get the difference between being
proactive and being reactive. They also know they’re replaceable—and perhaps most importantly, they
want to be replaceable. It’s how they climb the ladder faster than everyone else. How to Make Yourself
Indispensable will take your workforce from great to indispensable. It’s the training program that can help
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everyone in your organization take ownership of their responsibilities, learn how to go above and beyond
the call of duty, be a team player, challenge the status quo, and perform well under pressure.

35.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately. From
minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives individuals the
tools they need to control physical responses, reframe thinking, handle accidental outbursts, and learn longterm strategies for channeling emotions productively.

36.

HUMAN RESOURCE MANAGEMENT

FEELING OVERWHELMED BY THE MASSIVE TASKS OF MANAGING HUMAN RESOURCES?
The Human Resource Management workshop will give managers the basic tools to handle numerous human
resource situations such as interviewing, orientation, safety, harassment, discrimination, violence, discipline,
and termination. This workshop will provide your participants those skills and assist them with certain
Human Resource situations.

37.

IDEAS INTO ACTION

LEARN HOW TO PUT YOUR CREATIVE IDEAS INTO ACTION
Innovation is a term that tends to make people uncomfortable. That's because it's surrounded by common
myths and misconceptions, such as "only creative people can be innovative," and "I don't know how to be
innovative." Simply put, the goal of innovation is to introduce something new or to make something better.
But that doesn't mean it has to be complex or difficult. Whether it's improving customer return policies or
developing high-tech products, innovation can happen anywhere in an organization — and by anyone. Part
of the Reproducible Training Library, Ideas Into Action: From Creativity to Innovation dispels the myths and
misconceptions surrounding innovation and guides people and teams through the innovation process, from
generating good ideas and encouraging creativity to developing a plan and implementing new concepts.

38.

IMPROVING WORK PROCESSES

MAXIMIZE THE TIME YOU SPEND ON THE CLOCK
Improving Work Processes suggests a strategy for applying process management to the routine and
recurring work of an organization as a tool for dealing with shrinking resources. Participants will have the
opportunity to identify and begin implementation of critical changes that will transform core processes to
create customer value.

39.

INCREASING YOUR EMOTIONAL INTELLIGENCE

A NEW SPIN ON THE TERM “THEORY OF RELATIVITY” THAT WILL IMPACT YOUR WORK LIFE
People with high emotional intelligence are poised, outgoing and cheerful, have empathy for others, express
their feelings directly but appropriately, and have a capacity for developing meaningful relationships. All of
these traits are very important aspects of a collaborative, high achieving workplace. This program offers you
techniques to increase and develop your emotional intelligence. It guides you through proven methods to
apply emotional intelligence in the workplace to enhance employee relationships and increase productivity.
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40.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.

41.

INTERNET MARKETING

TAP INTO THE GLOBAL MARKETPLACE USING THE TOOLS ALREADY AT YOUR FINGERTIPS
Internet Marketing will provide your participants with a great set of skills to market your business online.
Content is the king of Internet marketing, and your participants will need to know how to utilize your great
content. If you want your business to grow then your participants need to understand Internet Marketing
Fundamentals.

42.

INTERVIEWING AND HIRING

IDENTIFY AND HIRE THE BEST EMPLOYEES FOR YOUR ORGANIZATION
Hiring quality employees is one of the most critical tasks in any organization. The basis of effective
interviewing is asking the right questions. Let’s face it. If you ask candidates hypothetical questions you will
get hypothetical answers. In this program you will learn the art of interviewing systematically so that you
are getting the information that is most critical for job performance. Identify competencies associated with
the job, conduct interviews, and practice evaluating and recruiting candidates in this highly interactive
curriculum.

43.

JOB SEARCH SKILLS

IDENTIFY THE TYPES OF JOBS THAT IGNITE YOUR PASSION AND MOTIVATE YOU TO SUCCEED
The Job Search Skills workshop will give you the answers to all these questions, plus a plan to get you to a
new job within a month. After completing this program, you'll be more than ready to start your search for
your perfect job. Identifying the purpose for working and the assessment of skills can help determine the
types of jobs your participants should apply for.

44.

KNOWLEDGE MANAGEMENT

LEARN THE KEYS TO EFFECTIVELY MANAGING CORPORATE KNOWLEDGE WITH ORGANIZATIONAL TOOLS
AND TEMPLATES
The Knowledge Management workshop will give participants the tools that they will need to begin
implementing knowledge management in your organization, no matter what the size of the company or the
budget. Wherever there are humans working together for one goal, there is knowledge to be harvested,
stored, and dispensed as needed.

45.

LEADERSHIP 101

LEARN THE PRIMARY QUALITIES OF EFFECTIVE LEADERSHIP
Great leaders aren’t just born that way—they must learn how to lead and influence others through
experience, mentoring, and training. By addressing everything from trust to perception to attitude,
Leadership 101 is a training program that gives both newly emerging and experienced leaders and managers
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the tools and techniques for developing and refining their skills. The bottom line? This learning resource will
help your organization retain employees and clients, make better decisions, and improve performance.

46.

LEADERSHIP AND INFLUENCE

REFINE YOUR LEADERSHIP QUALITIES TO MAXIMIZE YOUR EFFECTIVENESS WITHIN YOUR ORGANIZATION
Once you learn the techniques of true Leadership and Influence, you will be able to build the confidence it
takes to take the lead. The more experience you have acting as a genuine leader, the easier it will be for
you. It is never easy to take the lead, as you will need to make decisions and face challenges, but it can
become natural and rewarding.

47.

LEADING TODAY’S WORKFORCE: A STEP-BY-STEP GUIDE TO BUILDING LEADERSHIP
SKILLS

LEARN TO DISTINGUISH LEADERSHIP SKILLS FROM MANAGEMENT SKILLS AND MAXIMIZE YOUR INFLUENCE
WITHIN YOUR NETWORK
Being a manager and being an effective “leader” are very different skill sets. This course will help you learn
what the biggest differences are between managers and leaders, how to put the leadership building blocks
into place and how to adapt the language of influence. Some of the areas covered will be: the ideal leader,
support systems, risk-taking, vision, relationship building, and listening effectively. This course is a must for
those managers who really want to make a difference!

48.

LEAN PROCESS AND SIX SIGMA

EXPLORE LEAN SIX SIGMA METHODOLOGIES AND PROCESSES
Our Lean Process and Six Sigma workshop will provide an introduction to this way of thinking that has
changed so many corporations in the world. This workshop will give participants an overview of the Six
Sigma methodology, and some of the tools required to deploy Six Sigma in their own organizations.

49.

LEARNING TO MANAGE

DISCOVER THE TOOLS AND TECHNIQUES OF EFFECTIVE MANAGEMENT
Learning to Manage walks you through the process of successful management by introducing the tools and
techniques for effectively handling five target areas — people, projects, performance, problems, and even
personal development because successful management starts with being able to manage yourself. Each of
these areas is essential to minimizing the stress associated with the transition from individual work as you
learn to delegate, communicate, and most of all, develop your employees — laying the foundation for
productivity and organizational success.

50.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.
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51.

MANAGE GENERATION X EMPLOYEES

ADOPT NEW STRATEGIES TO MANAGE GENERATION X EMPLOYEES IN A MALENNIAL ENVIRONMENT
Examine Generation X, who are they, what makes them that way as well as the challenges and benefits they
have brought to the forefront of today’s workplace. Learn proven strategies on how to get along with
others at work that have a different view of and approach to work-life. Techniques on managing and
motivating Generation X-ers are included.

52.

MANAGING CONFLICT

LEARN TO USE CONFLICT AS A CATALYST FOR DISCOVERY OR OPPORTUNITY
Conflict occurs in all aspects of our lives. In many cases, the people involved in the conflict are unable to
manage the situation effectively. Those who can successfully manage conflict in the workplace demonstrate
unique interpersonal and communication skills. This workshop is designed to add to and strengthen those
skills and support participants in becoming more effective.

53.

MANAGER MANAGEMENT

LEARN TO LEAD AND GROW YOUR MANAGERS
Manager Management takes a special type of leader. This workshop will expand your participant's
knowledge and provide a way for them to teach and lead new and experienced managers. As every
manager knows that learning never stops, this workshop will have something for everyone.

54.

MANAGING MANAGERS

IMPROVE YOUR VALUE BY IMPROVING YOUR LEADERSHIP SKILLS AND EFFECTIVELY MANAGING YOUR
BUSINESS
Managing managers takes courage, and in this course we give you a simple, but effective two-pronged
approach focusing on developing your business strategy, while also improving your leadership skills.
Balancing daily tasks with long-term strategic thinking. If you have managers reporting to you, lots of their
stuff ends up being fires for you to put out. Your direct reports may manage a wide variety of functions, and
it's difficult for you to create a sense of unity and cohesiveness for your entire group. If you're typical of
most mid-level managers (and of most people!), you would just as soon ignore sticky situations such as
dealing with difficult people. In fact, you may even back away.

55.

MANAGING PERFORMANCE

ENHANCE THE PERFORMANCE OF YOUR TEAM WITH THIS WORKSHOP TO PROMOTE GROWTH AND
ACCOUNTABILITY
This workshop provides an overview of the essential skills for managing individual performance on a daily
basis. The skills include conveying the organization's goals and their relationship to the individual's goals,
collaboratively setting expectations, documenting performance, giving feedback, writing and
communicating performance summaries.

56.

MANAGING REMOTE/OFFSITE EMPLOYEES

MAXIMIZE YOUR TEAM’S PERFORMANCE BY COLLABORATIVELY BUILDING YOUR VIRTUAL WORKFORCE
Organizations are buzzing about the potential benefits and competitive advantage an offsite workforce has
to offer. Decreased turnover and absenteeism. Improved retention. Cost reduction. Access to a larger pool
of talent. And there are perks for the individual too, including increased flexibility, independence, and a
better work-life balance. But let's face it. Managing a remote workforce takes more than smartphones,
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WiFi, web cams, and expense allowances. It requires the right employees in the right jobs with the right
skills and the right resources. And it also requires managers with the know-how to communicate effectively,
maintain a sense of community, cultivate teamwork and develop relationships built on trust.

57.

MANAGING STRESS

LEARN TO ACHIEVE BALANCE AND MINIMIZE THE IMPACT OF STRESSORS IN YOUR PROFESSIONAL AND
PERSONAL LIFE
Explore strategies for managing stress and minimizing its effects. This program provides a look at the
stress cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and
gain renewed energy and enthusiasm.

58.

MANAGING TECHNICAL PROFESSIONALS

LEARN TO EFFECTIVELY COMMUNICATE AND MANAGE SPECIALIZED TEAMS WITH AN ARSENAL OF TOOLS
AND TECHNIQUES THEY RESPECT
All managers face challenges, but managers of technical professionals face an additional and unique blend
of challenges. Whether it is scientists, engineers, health professionals, or architects the nature of technical
professionals and their work requires a second set of management tactics. Learn tips and tricks on how to
manage, lead, motivate, and communicate effectively with teams focused on solving highly complex issues.

59.

MANAGING TEAMS

BECOME THE BROKER OF YOUR TEAM’S SUCCESS
Leading a team is a big responsibility. The effectiveness of the team depends in large part on the quality of
your management skills. This program gives you the tools to help ensure that your team runs efficiently
while maintaining a high level of motivation and satisfaction among individual team members. Topics
covered include developing and using a project plan, establishing accountability among team members,
conducting meetings efficiently, helping the team make good decisions, handling conflict productively and
rewarding team accomplishments appropriately.

60.

MANAGING YOUR EMOTIONS

EVER FIND YOURSELF GETTING EMOTIONALLY ATTACHED OR INVOLVED IN YOUR WORK? LEARN TO
IDENTIFY THE WARNING SIGNS AND PROTECT YOURSELF FROM A BREAKDOWN.
In a world full of budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people
to manage their emotions. After all, we’re only human. From minimizing frustration to conquering negative
self-talk, Manage Your Emotions gives individuals the tools they need to control physical responses, reframe
thinking, handle accidental outbursts, and learn long-term strategies for channeling emotions productively.

61.

MANAGING WORKPLACE ANXIETY

SET BOUNDARIES AND CREATE A POSITIVE WORKPLACE ENVIRONMENT TO MINIMIZE ANXIETY AND
MAXIMIZE PRODUCTIVITY
Our Managing Workplace Anxiety workshop will provide your participants the important skills and resources
to recognize and manage workplace anxiety. By identifying these symptoms and coping skills employees and
managers will be better suited in dealing with these common situations. Through this workshop your
participants will be better suited to the challenges that the workplace can bring.
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62.

MARKETING BASICS

IT’S ALL ABOUT THE PRESENTATION: LEARN THE TOOLS OF THE TRADE AND PRESENT ENGAGING
COMMUNICATIONS
Marketing Basics will provide the basic knowledge to your participants, and give them the ability to build
and grow your business. Marketing has changed a lot recently and having a new perspective will give your
participants the needed information to assist them in their marketing decisions. No matter what your
product or service is, your business will benefit with a better understanding of marketing.

63.

MEETING MANAGEMENT

FED UP WITH INEFFECTIVE OR BORING MEETINGS? CHECK OUT THIS COURSE ON CREATING VALUABLE
EXPERIENCES
The Meeting Management workshop will explore how to reduce waste and make meetings more efficient.
This is a hands-on workshop and your participation will help make it a valuable experience. Use this time to
begin the process of developing your skills along with other participants who share the same desire to
improve their meeting management skills.

64.

MIDDLE MANAGER

LEARN THE ROPES OF BEING THE “GO BETWEEN” WITHIN YOUR ORGANIZATION
Traditionally, middle managers make up the largest managerial layer in an organization. The Middle
Manager is responsible to those above them and those below them. They head a variety of departments
and projects. In order for a company to operate smoothly, it is essential that those in middle management
be committed to the goals of the organization and understands how to effectively execute these goals.

65.

MYERS BRIGGS TYPE INDICATOR (MBTI)

EVER WONDER HOW OR WHY YOUR PERSONALITY CLASHES OR MESHES WITH OTHERS IN YOUR
PROFESSIONAL OR SOCIAL NETWORKS? LEARN TO IDENTIFY THE KEY FACTORS THAT IMPACT AND
INFLUENCE BEHAVIORS WITHIN YOUR WORLD
This course introduces the basic concepts of the Myers Briggs Indicator; participants will learn their
Personality type. Participants will understand how various personalities process information, take in data,
perceive themselves and others, make decisions, and relate to the world around them. These characteristics
of each MBTI type may arise as possible conflicts within the work environment and how to mitigate and
resolve are uncovered.

66.

MAINTAINING WORK/LIFE BALANCE

DO YOU FEEL LIKE YOU ARE EXISTING INSTEAD OF LIVING YOUR LIFE? LEARN TO DEVELOP AND MAINTAIN A
BALANCE IN YOUR LIFE

Fulfilling the demands of the workplace creates consequences at home. Meeting your personal and family
needs has an impact at work. Creating a balance between the two is not always easy. The “right” balance is
a very personal thing and will change for each person at different times of his or her life. For some people
the issue is being able to find more work rather than having too much work. There is no “one size fits all”
solution. One thing is for certain, balanced professionals make happier employees, and happier employees
make stronger, more productive professionals. This program helps you identify your current state of
work/life balance, assesses what you need to create more balance and assists in developing an action plan
that will generate positive outcomes for both you and your organization.
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67.

MEDIATING CONFLICT

MINIMIZE THE RISKS AND IMPACT OF CONFLICTS BY OBJECTIVELY MEDIATING AND FINDING MUTIAL
SOLUTIONS
Conflict occurs in all aspects of our lives. In many cases, parties involved in the conflict are unable to find
shared solutions, and require the support of an outside objective party. The ability to facilitate a mutual
agreement between parties in conflict is called "mediation", which can be an effective option for
peacemaking or problem solving in dealing with interpersonal conflicts in the work environment.

68.

MEETING MANAGEMENT

LEAD MEANINGFUL, VALUABLE MEETINGS WITH CONFIDENCE USINE OUR MANAGEMENT TOOLS AND
TECHNIQUES
Successful completion of this program will increase your knowledge and ability to effectively prepare for
meetings; identify clear and concise objectives, set realistic ground rules; problem solve effectively with
meeting participants; actively make decisions and create an action plan; understand the role of the meeting
leader; practice techniques as a conflict mediator; create an accountability chart; and plan for followthrough.

69.

MENTAL MODELS

LEARN TO MANAGE PERCEPTIONS AND INFLUENCE YOUR TEAM TO IMPROVE PERFORMANCE
Powerhouse organizations have one thing in common. They know how and when to challenge conventional
wisdom so that they always stay one step ahead. Even more, they know that complacency is a recipe for
disaster. That’s because they’re equipped to anticipate change, sense industry swings, and meet client
demands, maybe even before the client recognizes a need. But this skill isn’t limited to the Fortune 100. Big,
small, or somewhere in between, your organization can gain a competitive advantage with the right
mindset. Each one of us has a perception of reality about how the world works—a mental model. Like an
internal hard drive, they provide understanding, guide thinking, and direct decision making. Built from
everyday experiences, outside influences, and rewards such as money and success, mental models can be
both beneficial and detrimental to success. And just as technology shifts and advances, so does the need for
individuals, teams, and organizations to update, flex, and reconstruct mental models to improve
performance.

70.

MOTIVATING EMPLOYEES TO BE THEIR BEST

ACTIONS SPEAK LOUDER THAN WORDS – LEARN TO LEAD BY EXAMPLE AND IMPROVE PERFORMANCE
THROUGH MOTIVATION
The basic premise of this program is that motivation is not something you do to others; people motivate
themselves. This program is not about traditional extrinsic motivation techniques such as rewards,
incentives, salary, etc. These use a carrot or stick approach that tries to get employees to change their
behavior based on external factors. This program is about helping managers and supervisors create the
appropriate climate that fosters positive feelings and eliminates obstacles, then employees will be
intrinsically motivated. The three elements of this type of climate are community, influence and openness.
The program focuses on providing the skills and techniques you will need to help groups develop a sense of
community, to acquire influence over their work-related actions, and to enjoy the openness of shared
information and feelings.
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71.

MULTI-GENERATIONAL WORKPLACE

LEARN TO IDENTIFY AND ADDRESS MULTI-GENERATIONAL ISSUES WITHIN YOUR ORGANIZATION
Today’s generationally-diverse workforce brings a variety of skills, knowledge, and experience to the
organization. However, finding ways to connect effectively with the various generations within the
workplace can be challenging. Through This program, gain a better understanding of the four generations
that make up the current workforce — Veterans, Baby Boomers, and Generations X and Y — and how their
unique experiences and expectations impact their views and performance in the workplace. Learn
techniques that foster respectful communication with all groups.

72.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher
productivity. With realistic examples and role-playing activities, this program helps participants as they
prepare, carry-out, and close difficult conversations in the most productive manner—leading them to
embrace, rather than fear confrontation and produce long-lasting benefits for both the employee and
organization.

73.

NEGATIVITY : JUST STOP IT!

LEARN TO AVOID OR MINIMIZE NEGATIVE ATTITUDES IN YOUR SPACE
Do the words angry, frustrated, anxious, stressed, resentful, or confused describe you or the people with
whom you work? If so, it’s possible that you are combating negativity. This workshop is designed to help
participants recognize and deal with the insidious nature of negativity and its impact on their success.
Participants will learn a five-step process for attacking and conquering negativity.

74.

NEGOTIATION SKILLS

MASTER THE ART OF THE DEAL – LEARN TO BUILD THE BEST POSITION FOR ANY SITUATION
The Negotiation Skills workshop will give your participants a sense of understanding their opponent and
have the confidence to not settle for less than they feel is fair. Your participants will learn that an
atmosphere of respect is essential, as uneven negations could lead to problems in the future.

75.

OFFICE POLITICS

POLITICS DOESN’T HAVE TO BE A BLOODSPORT. FIND THE BENEFITS OF BEING POLITICALLY SAVVY
Office politics often stirs up negative images and memories of bad experiences. Learn about negative tactics
and the positive side of office politics. Discover how to use office politics to your advantage while being
true-to-yourself.
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76.

OFFICE POLITICS FOR MANAGERS

THERE’S NO GETTING AROUND OFFICE POLITICS, BUT YOU CAN HELP YOUR EMPLOYEES NAVIGATE THE
LANDSCAPE TO THEIR BENEFIT
Office Politics is about creating and maintaining better relationships and communicating and working with
your peers and colleagues in a way that is mutually beneficial. Employees who understand the positive
aspects of Office Politics are better team members and end up being more successful and productive.

77.

ORGANIZATIONAL SKILLS

YOU’VE GOT TO GET YOUR DUCKS IN A ROW, IF YOU WANT TO BE A BIG FISH IN THE POND - ORGANIZATION
IS THE KEY TO SUCCESS
Developing good Organizational Skills is an investment that will provide benefits for years. To be successful
means to be organized. These skills will filter through all aspects of your participants professional and
personal lives. Throughout this workshop your participants will be given the tools necessary in developing
better Organizational Skills.

78.

ORGANIZATIONAL TRUST-BUILDING

LEARN TO BUILD TRUSTWORTHY RELATIONSHIPS WITHIN YOUR ORGANIZATION
When talking about trust in the workplace, there are two levels of trust that are in play: organizational trust
and personal trust. Many times these two levels are intertwined and are hard to tell apart. Leaders within
your workplace often have an incredible amount of influence over the culture of trust in your organization.
This program will teach you the benefits and behaviors that will inspire a trusting culture, recognize and
practice the Five Pillars of Trust, and regain trust that has been lost. Trust is the key to a cohesive and
collaborative organizational culture.

79.

OUTSTANDING RECEPTIONIST

FIRST IMPRESSIONS ARE LASTING IMAGES OF YOUR ORGANIZATION
You are the face of your organization to others. Do you appear poised and professional, or do you more
often feel scattered from all the multitasking you are asked to do? This program gives you the skills and
strategies to create a welcoming environment to clients, visitors, and colleagues, to deliver the highest level
of customer service, to handle angry or impatient people with diplomacy, and to juggle your multiple
priorities effectively.

80.

PERSONAL PRODUCTIVITY

DEVELOP THE CORE MOTIVATIONAL DRIVERS WITHIN YOUR PERSONNEL TO ENHANCE THE SUCCESS OF
YOUR ENTIRE TEAM
Personal Productivity is a goal most of us have. Through this workshop your participants will be on the right
track in achieving that goal. Some people blame everything that goes wrong in their life on something or
someone else, but through this workshop your participants will take ownership and begin to lead a more
productive life.

81.

PREVENTING WORKPLACE HARASSMENT

DON’T GET BURNED BY HARASSERS – LEARN TO IDENTIFY AND EXTINGUISH ISSUES BEFORE THEY DEVELOP
In this harassment prevention program, you’ll learn the answers to all of your questions about dealing with
harassment in the workplace. You’ll read about real cases, learn some tips and tools for dealing with
situations that may come up, and implement steps to prevent the occurrence of harassment.
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82.

PRESENTATION TECHNIQUES

BUILD LONG-LASTING IMPRESSIONS THAT ENGAGE YOUR AUDIENCE THROUGH CAPTIVATING
PRESENTATION TOOLS AND TECHNIQUES
Presentation Techniques is a program that prepares content experts to deliver information and skillbuilding activities effectively and confidently. The course provides strategies for handling challenging
situations; ways to encourage learner involvement; along with how to use classroom technology, field
questions, and gauge how well learning is progressing. The class uses videotaping, discussion, and
application exercises.

83.

PROJECT MANAGEMENT

BECOME THE ESSENTIAL GLUE TO MANAGING VITAL TEAMS WITHIN YOUR COMPANY
This program is the most practical and comprehensive introduction to the many facets of project
management. From planning to scheduling, budgeting to risk management, it’s all right here. Learn what it
takes to stay on top of deadlines and expenses and ways to rebound quickly from surprises and setbacks.
But most importantly, gain advanced communications skills to get ideas, instructions, and requests across
quickly and accurately.

84.

POSITIVE APPROACHES TO RESOLVING PERFORMANCE PROBLEMS

BOOST PERFORMANCE WITHIN YOUR TEAM BY BUILDING ON THE STRENGTHS AND MITIGATING THE
WEAKNESSES
Countless organizations have some sort of goal-setting plan, and many managers do some sort of coaching.
However, when the situation gets sticky with employees not performing up to established goals, many
managers become uncertain how to handle the situation effectively. In this program you will learn how to
define and identify problem employees or non-performers and then create a plan that will encourage
employee buy-in and carry out a disciplinary session that will work for both you and your employees.

85.

PROBLEM SOLVING

LEARN THE “TRICKS OF THE TRADE” IN PROBLEM-SOLVING TECHNICQUES AND MAXIMIZE OPPORTUNITIES
TO GROW YOUR COMPANY
This Problem Solving course is designed for employees who are in positions or roles with problem-solving
responsibilities. We all have our own unique styles of responding to a problem situation when confronted.
This course examines a four-step problem solving model including problem definition, situation analysis,
options generation and analysis, and problem solution. It utilizes interactive lecture/discussion, application
exercises, and small group work. It also reviews various methods and tools which support successful
completion of each of the four steps in the model.

86.

PRODUCTIVE WORK HABITS

FEELING OVERWHELMED WITH TASKS AND ACTIVITIES THROUGHOUT YOUR DAY? LEARN TO HONE
PRODUCTIVE WORK HABITS BY ORGANIZATING, PRIORITIZING, AND MANAGING YOUR WORKLOAD
Productivity isn’t about quantity. It’s about doing the right task, at the right time. In other words, it’s
about recognizing what to do when. But sometimes that’s easier said than done. You can help employees
and managers improve their productivity with Productive Work Habits. This program helps individuals begin
to develop the positive habits they need to gain focus, learn how to prioritize tasks efficiently, become
better organized, manage their time efficiently, work more effectively with colleagues — and even create
better work-life balance.
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87.

PROJECT MANAGEMENT

STAND OUT AS A KEY DECISIONMAKER BY EFFECTIVELY MANAGING PROJECTS WITH THE LEADING TOOLS
AND TECHNIQUES EMPLOYED IN THE INDUSTRY TODAY
The Project Management workshop will give participants an overview of the entire project management
process, as well as key project management tools that they can use every day. Working with project
planning documents, such as needs assessments, risk management plan, and a communication plan will
provide benefits throughout your organization.

88.

PROPOSAL WRITING

GREAT ART IS CREATED AT THE TIP OF THE BRUSH, GREAT WRITING TAKES PLACE WITH THE FINGERTIPS.
LEARN THE KEY ELEMENTS OF WRITING COMPLIANT, COMPELLING, AND CONVINCING PROPOSAL
The Proposal Writing workshop will take participants through each step of the proposal writing process,
from understanding why they are writing a proposal; to gathering information; to writing and proofreading;
through to creating the final, professional product.

89.

PUBLIC SPEAKING

LEARN TO DELIVER SPEECHES AND PRESENTATIONS THAT ENGAGE AND IMPACT
The Public Speaking workshop will give participants some presentation skills that will make speaking in
public less terrifying and more enjoyable. This workshop includes topics that participants can look forward
to including: creating a compelling program, using various types of visual aids, and engaging the audience.

90.

REAL-WORLD PROJECT MANAGEMENT

FORGET EVERYTHING YOU READ IN BUSINESS 101 AND GET DOWN TO THE BUSINESS OF MANAGING IN THE
REAL WORLD
Project management is getting more complex as organizations are keeping a close eye on schedules and
budgets in order to maintain productivity and profitability. This course covers the steps of project
management from definition and planning to implementation, monitoring, completion, and evaluation. You
will be able to complete a thorough and accurate project plan including task identification, scheduling and
budgeting; monitor the key project issues of schedule, budget, and performance deliverables; and develop
appropriate responses to potential problems. After the project is completed, you will deliver clear and
effective reports that include a formal evaluation of the project.

91.

RESILIENCE

LEARN THE ART OF ADAPTATION AND RECOVERY WITH THIS HANDS-ON WORKSHOP IN RESILIENCE
Conflict, change, and stress are a regular part of everyday organizational life. The key to employee survival is
resilience, the ability to bounce back after adversity. Being resilient doesn't prevent tough challenges from
happening, but it does provide individuals with the strength and wherewithal to recover and move on time
and time again. Developing resilience is a lot like engineering a building to withstand an earthquake. It
requires a solid foundation and a flexible structure that won't crack or crumble under pressure. In human
terms, it translates into self-esteem, connections with others, mental agility, and effective coping strategies.
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92.

RESOLVING CONFLICT AT WORK

YOU CAN’T ALWAYS DAM A RIVER BUT YOU CAN IRRIGATE IT. WHEN CONFLICT IS INEVITABLE, DIVERT IT
TOWARDS A POSITIVE OUTCOME
Conflict is an inevitable part of work. Whether between individuals or teams, at some point, conflict will
arise and need to be addressed. But resolving conflict doesn’t need to be a negative experience – in fact,
managing conflict can be a catalyst for positive change. This program explores various work relationships
and their impact on the employee, how business relationships can be managed to avoid unnecessary
conflict, how to use effective resolution steps when conflict occurs, and how to deal with difficult people
when managing conflict.

93.

RISK ASSESSMENT AND MANAGEMENT

LEARN THE ART OF ASSESSING, MITIGATING, AND MANAGING RISKS WITH BOTH COMMON SENSE AND
CREATIVE SOLUTIONS
Through our Risk Assessment and Management course, your participants will be aware of hazards and risk
they didn’t realize were around their workplace. Identifying hazards through proper procedures will provide
your participants the ability to prevent that accident before it occurs. Limiting and removing potential
dangers through Risk Assessment will be an incredible investment.

94.

SAFETY IN THE WORKPLACE

DON’T MISS THE OPPORTUNITY TO ENGAGE YOUR EMPLOYEES IN MAINTAINING A SAFE WORKPLACE
THROUGH REWARDING PROGRAMS AND BEST PRACTICES
Our Safety in the Workplace course will be instrumental in reviewing common hazards, safety techniques
and after completion; your participants will have the tools to help them create a Safety policy for your work
place. By identifying and anticipating hazards, employers can prevent injuries and keep employees safe.

95.

SANDWICH GENERATION: BALANCING HOME, ELDERCARE, AND WORK

MAXIMIZE THE SKILLS, EDUCATION, AND EXPERIENCE OF THE BABYBOOMERS BY PROVIDING A FLEXIBLE
WORKING ENVIRONMENT TO MEET THEIR COMPETING PRIORITIES
What is “The Sandwich Generation”? This term refers to the 44 percent of the population between the age
of 45 and 55 that is sandwiched between children still living at home and elder care responsibilities. This
group, once called the Baby Boomers, is facing a new demographic trend. For the first time in our history,
Americans, as a population, have more parents than children, and as a result are experiencing the
enormous pressures of having to care for this growing group of dependent relatives. This program helps you
recognize the special needs of this group within the workplace, while also giving applicable tips and tools to
maintain a healthy, balanced lifestyle.

96.

SECRETS TO MANAGEMENT SUCCESS

LEARN THE ART OF TREATING YOUR TEAM AS PROFESSIONALS WHO ARE CAPABLE OF MAKING DECISIONS
AND PERFORMING THE TASKS YOU HIRED THEM TO DO
The big secret to management success is to treat employees as responsible adults. The really big secret: this
is not unlike the process of raising children to be responsible adults — set them up for success by giving
them small tasks/problems they have a good chance of handling well; don’t jump in and rescue them when
trouble arises; instead, let them learn from their mistakes. This program offers skills and tools to help
managers develop responsible employees, decrease struggles and conflict, encourage “accountable

192

VOY STRATEGIES, LLC



moments” as learning opportunities and provide appropriate workplace counseling when needed. All the
secrets will be revealed!

97.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: FUNDAMENTALS OF THE SALE

IT’S NOT ROCKET SCIENCE: LEARN THE TOOLS, TECHNIQUES, AND CUES THAT GENERATE REVENUE
The Sales Fundamentals workshop will give participants a basic sales process, plus some basic sales tools,
that they can use to seal the deal, no matter what the size of the sale. Your participants will become more
confident, handle objections, and learning how to be a great closer.

98.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: UNDERSTANDING THE SALES CYCLE

CHALLENGE YOURSELF TO EXCEED NEW SALES GOALS THROUGH THIS HANDS-ON WORKSHOP ON ACTIVELY
GENERATING REVENUE
Selling Essentials: Understanding the Sales Cycle is the first title in a series of in-depth learning experiences
aimed at transforming your sales force into true professionals who are prepped and ready for any challenge.
Filled with an assessment, activities, worksheets, action planning, and more, this program requires
individuals to take an active role in their learning. It starts with self-reflection and measurement, and then
shifts the focus to the buyer with an exploration of customer-focused selling and decision-making patterns
before ending with action strategies and planning.

99.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: PROSPECTING AND TERRITORY
MANAGEMENT

MINING FOR SALES GOLD: LEARN TO IDENTIFY AND SCORE SALES
Selling Essentials: Prospecting and Territory Management gives salespeople at all levels the know-how to
tackle prospecting, maintain a healthy pipeline, and grow their business. Title two of an in-depth training
series, this customizable workshop is packed with helpful tools, including worksheet templates, qualifying
checklists, practice exercises, strategies, and more.

100.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: OPENING THE SALES CALL

TEN SECONDS TO SUCCESS: TURNING FIRST IMPRESSIONS INTO LONG-TERM CUSTOMERS
You never get a second chance to make a first impression. Ten seconds or less. That’s how long the window
of opportunity is open for your salespeople to grab a client’s attention. And that’s why it’s vitally important
to arm them with the tools that enable them to be confident, sincere, engaging, and successful—before
they set foot in their next face-to-face sales call. With the proper knowledge and preparation, your
salespeople can establish themselves as experts, think on their feet, adapt to client expectations, and
capture lifetime clients. Selling Essentials: Opening the Sales Call does just that. The third installment of the
in-depth training series, This classroom program is all about learning how to make a great first impression,
set a positive tone, and beat the competition.

101.

SELLING/ BUSINESS DEVELOPMENT ESSENTIALS: OVER THE PHONE

BE THE VOICE OF CONFIDENCE AND SECURITY CUSTOMERS WANT TO HEAR ON THE OTHER LINE
What makes a sales superstar? You might think it is all about the perfect opening line or closing pitch.
However, becoming a sales superstar is much more nuts and bolts than that. This program gives you a
helpful structure for each day that allows you to set goals and get organized to keep you motivated. You’ll
also learn how to gain trust over the phone, find more and better leads and follow up on them more
effectively, use a script that doesn’t sound scripted, and use your voice to enhance each and every call.
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102.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: OVERCOMING SALES OBJECTIONS

TURN OBSTACLES INTO OPPORTUNITIES TO WIN OVER CLIENTS
Overcoming Sales Objections is an essential part of the sales process, as it will open up a whole new set of
opportunities. It will produce new sales and provide an ongoing relationship with new clients. Objections
will always occur no matter the item being sold or presented.

103.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: SUCCESS SKILLS AND STRATEGIES

CULTIVATING LONG-TERM CUSTOMERS IS A PROCESS. LEARN THE SKILLS TO TURN YOUR FIRST SALE INTO A
DEVOTED CLIENT
Successful salespeople know that sales don’t just “happen.” They require a combination of technical and
people skills that allow you to understand your customer’s true expectations and position your products
and services to meet them. This results-oriented program reveals how an integration of customer focus
throughout the sales process — the consultative system of selling — can help you close more sales and
create stronger customer relationships. Learn how specific customer needs shape the entire sales process,
and discover how crafting a well-tailored solution and sharpening your communication skills to present
concepts, and identify opportunities, will help you overcome objections to successfully close the sale.

104.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: WHAT TO ASK & HOW TO LISTEN

GETTING TO KNOW THEM: INCREASE YOUR SALES BY UNCOVERING YOUR CUSTOMERS’ NEEDS BEFORE
THEY ASK
They’ve mastered prospecting, scoped out hot leads, and succeeded in getting their foot in the door. So far,
your salespeople are off to a great start. But at this moment, they’re sitting face-to-face with their next
(hopefully) new customer, and after an engaging opening, they stop and think, hmm…now what? It’s time
to shift the focus to the customer. So before your business development/salespeople have the chance to
jeopardize their next big deal, make sure they know how to keep the customer engaged, uncover their
needs, learn their decision-making strategies, and know what not to say. Teach them what to ask—and how
to listen. Sales Essentials: What to Ask & How to Listen, the fourth module of the in-depth training series,
shows salespeople how to ask the right questions, avoid communication shut downs, maximize business
discussions, and learn valuable active listening skills that will move the customer relationship forward.

105. SELLING/BUSINESS DEVELOPMENT ESSENTIALS: PRESENTING SOLUTIONS,
OVERCOMING OBJECTIONS , AND CLOSING THE SALE
WINNING PRESENTATIONS START WITH STELLAR PREPARATION
It’s true. Preparation is key, especially when it comes to selling. Successful business development and
salespeople know it. From mastering product knowledge to understanding what the client wants and
figuring out how to clinch the sale, they always do their homework. Always. But knowing what to prepare—
and how to prepare—can’t be left to trial and error. That’s because developing the ability to see through
the client’s eyes, pinpoint their needs, think outside of the box, and deliver a convincing presentation takes
time, training, practice, and then more practice. The fifth module of the in-depth Selling Essentials training
series, Presenting Solutions, Overcoming Objections, and Closing the Sale, prepares your sales force to
approach each sales call with the skill, confidence, and know-how to achieve results.
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106.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: DEVELOPING CLIENTS FOR LIFE

THE ROAD TO LOYAL CLIENTS CAN BE LONG, BUT IT DOESN’T HAVE TO BE DIFFICULT IF YOU BUILD A CLEAR
PATH TO PARTNERSHIP
Does your business development person or sales reps think their job is done when they’ve closed a deal?
Not so fast. Ask any seasoned business development/sales professional and they will tell you that’s a huge
mistake. Why? The reality is that there’s a long road ahead if they want to gain a client for life, from
implementation and follow-up to building the relationship and developing client loyalty. But the payoff is
worth the effort. That’s because acquiring a new client costs far more in expense and effort than investing in
an existing relationship. The sixth module of the in-depth Selling Essentials training series, Developing
Clients for Life focuses on the skills business development and salespeople need to cultivate relationships
based on mutual trust and loyalty.

107.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: COACHING FOR PERFORMANCE

EVERY GOOD PLAYER NEEDS A GREAT COACH. GUIDE YOUR TEAM TO SUCCESS THROUGH PROVEN
DEVELOPMENT TECHNIQUES
Ask any manager about sales coaching, and you’re likely to see them roll their eyes in response. Why?
Because most managers claim they don’t have the time, the skills, the patience, or the need to do it. But in
reality, creating a coaching culture will fundamentally change the way business is done. It will enable your
organization to develop the potential of its sales team, retain its top performers, and multiply sales. And
guess what? Coaching doesn’t involve hours of classroom time, role playing, or a retreat at a faraway
conference center. In fact, it’s not that at all. Coaching is about building a trust-based relationship that’s
focused on mutual growth, a little know-how about personal style, the ability to be flexible, and knowing
when to seize everyday moments as learning opportunities. The seventh module of the in-depth Business
Development/Sales training series, Coaching for Performance targets the skills sales managers need to be
effective coaches throughout the selling process, from high-level planning in the early stages to tactical
decision making later in the cycle.

108.

SEXUAL HARASSMENT

STOP HARASSMENT IN ITS TRACKS! LEARN THE SIGNS OF A PROBLEM AND WHAT TO DO IF AN EMPLOYEE IS
IN JEOPARDY
More than half of all workers have experienced sexual harassment on the job. The resulting cost to
companies can be thousands or even millions-of dollars. This program provides practical guidelines to help
organizations understand what sexual harassment is, how to handle it when it occurs, and how to avoid it in
the first place.

109.

SKILLFUL COLLABORATION

“PLAYS WELL WITH OTHERS” GOT YOU THROUGH SCHOOL. NOW LET IT MAKE YOU A “MOST VALUABLE
PLAYER” ON THE WORK TEAM
The benefits of collaboration are significant, both for individuals and organizations. That is, when things run
smoothly. But there’s much more to collaboration than working side-by-side with people. Skillful
Collaboration: Working Successfully with Others to Achieve a Common Goal is a classroom training program
that helps individuals to structure an effective process that enables them to develop harmonious and
productive working relationships, from setting common objectives to troubleshooting obstacles and building
networks.
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110.

SOCIAL INTELLIGENCE

YOU DON’T HAVE TO BE A SOCIAL BUTTERFLY TO TAKE YOUR PEOPLE SKILLS TO NEW HEIGHTS. LEARN THE
ART OF INTERACTING
Increasing Social Intelligence will provide benefits throughout their professional and personal lives. It is a
fantastic tool for coaching and development as people will learn “people skills”. Improving social skills
through active listening, understanding body language, and being more empathic will give your participants
the advantage in their interactions. Social interactions are a two way street, know the rules of the road!

111.

SOCIAL LEARNING

GROW YOUR ABILITY TO KEEP THE LEARNING PROCESS GOING IN GROUP SETTINGS
We are continually placed in social learning situations. Whether we are continuing education, learning new
skills at work, or participating in a club, learning often takes place in social settings. By fully understanding
the process of social learning, it is possible to enhance both social and learning skills to reap the full benefits
of any social learning situation.

112.

SOLID BUSINESS WRITING

YOUR WRITING STYLE CAN BE YOUR FIRST AND LAST IMPRESSION. GET A REFRESHER ON IMPRESSIVE
BUSINESS COMMUNICATION
So much of today's business interactions are not in person, but in writing via e-mail, fax, or text pagers. This
makes writing skills more crucial than ever before. Business colleagues and customers will judge
competency and professionalism based on your writing ability. Get back to the basics with this course and
make sure your t's are crossed and your i's are dotted before sending out vital correspondence.

113.

STRATEGIC PLANNING (FUNDAMENTALS)

A GOOD PLAN IS ONLY AS EFFECTIVE AS THE PLANNING. GET THE TOOLS YOU NEED TO ENSURE YOUR BEST
LAID PLANS DON’T GO AWRY
What ensures the long-term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don’t. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

114.

SUCCESSFUL COACHING, THE COACH APPROACH

COACHING IS THE BEDROCK OF SUCCESS, IF YOU LAY THE RIGHT FOUNDATION. LEARN THE SKILLS TO HELP
EMPLOYEES ACHIEVE MORE
Most managers are aware that the old school “command and control” method of supervising simply
isn’t as effective as involving employees in their development. From identifying an appropriate coaching
approach and implementing a comprehensive development plan to conducting an effective coaching
session and setting meaningful goals, this program provides coaches with the tools and techniques they
need to improve their employees’ performance.

115.

SUPER MANAGER

BE A SUPER HERO TO YOUR STAFF BY IMPROVING YOUR SKILLS TO SOAR TO SUCCESS
As a manager, overseeing employee performance is an essential obligation. Yet, it’s more than just ensuring
a timely schedule of operations and quality production. Organizations that surpass expectations with
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unmatched success ensure employees receive the necessary support, resources, and guidance to get the job
done. In a study on employee retention, a number of respondents pointed the finger back at their manager
citing behaviors such as a lack of recognition and an inability to meet commitments as some of the top
reasons for quitting. It takes a special manager to increase employee engagement and satisfaction in the
workplace—it takes a super manager.

116.

SUPERVISING IN AN AUTOMATED ENVIRONMENT

MAN VS. MACHINE – YOU CAN MANAGE BOTH SUCCESSFULLY WITH THE RIGHT BALANCE OF TIME AND
ATTENTION
Today’s work environment often includes high-tech oversight with traditional supervision skills. This course
provides strategies for balancing computer-based documentation and reporting with the face-to-face
coaching and encouragement your employees need to do their best work. You will learn how to establish a
regular schedule that combines both “open door” hours for your employees and colleagues and “closed
door” hours for concentrating on your computer work. As a result, you will maintain visibility and
relationships while ensuring the highest quality of your technical oversight work.

117.

SUPERVISING OTHERS

INCREASE YOUR COMPETENCE AND CONFIDENCE AS A LEADER WITH PROVEN TECHNIQUES TO HELP YOU
TAKE CHARGE
The Supervising Others workshop will help supervisors become more efficient and proficient, with
information on delegating, managing time, setting goals and expectations (for themselves and others),
providing feedback, resolving conflict, and administering discipline.

118.

SUPERVISOR COMMUNICATION SKILLS

MAKE SURE YOUR MESSAGE GETS THE RECEPTION IT DESERVES BY LEARNING EFFECTIVE DELIVERY AND
FOLLOW UP
Communication is a complex set of behaviors and interactions that involves both giving and receiving a
plethora of information. In this course you will learn the importance of assertive speaking; asking directly for
what you need from others without being aggressive. You will discover techniques for holding others
accountable while also create and practice the art of equitable compromise.

119.

SYSTEMS THINKING: HOW TO SOLVE PROBLEMS

ADVERSITY IS A SETUP FOR OPPORTUNITY. LEARN HOW TO EFFECT CHANGE OUT OF EVERY CHALLENGE
From production and marketing to customer service and fulfillment, organizations are made up of a series of
interconnected parts. And while each function may appear to operate efficiently on its own, a change in just
one cog can throw the whole system out of whack, creating a continuous chain reaction of problems. If your
organization is plagued by nagging issues that affect its performance, it’s time for a new approach. Systems
thinking is a proactive problem-solving technique that examines the relationships between various
organizational functions and how they impact each other. What makes systems thinking so powerful is that
it enables your organization to predict the consequences of change, eliminate silo thinking, adjust
perspectives to see different viewpoints, and remain focused on the big picture. Get your problem-solving
approach in gear with Systems Thinking: How to Solve Problems so they Stay Solved, the program that helps
your organization find optimal solutions to complex challenges, improve innovation, and increase
productivity.
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120.

TAKING CONTROL OF CONFLICT

WARD OF CONFLICT BY ARMING YOURSELF WITH NEW TOOLS, COMMUNICATION TECHNIQUES, AND
CONFIDENCE
Recent studies reveal that employees exhaust almost three hours each week dealing with workplace
conflict. At an annual cost of $359 billion in paid hours, organizations can’t afford these losses. But with the
proper training, people can learn how to handle conflict maturely and collaboratively—and maybe prevent
it altogether. A classroom training program, Taking Control of Conflict introduces the different types of
conflict, shows individuals how to communicate clearly and tactfully, explores appropriate resolution
strategies, and establishes a common-sense approach for preventing unnecessary conflict.

121.

TALK LIKE A LEADER

USE YOUR LEADERSHIP VOICE: CONVEY IDEAS AND STRATEGIES WITH THE PRECISION AND CONFIDENCE
NEEDED TO GET THINGS DONE
Successful leaders know there is more to communication than talk alone. It requires the ability—and the
confidence—to effectively convey the organization’s vision, express competence, cultivate relationships,
and offer support to others. Talk Like a Leader is a classroom training program that targets the
communication most essential for effective leadership and empowers leaders to excel at communicating
with their employees.

122.

TEAM BUILDING

BE THE BASE THAT HOLDS YOUR TEAM UP. BUILD SUCCESSFUL EMPLOYEES BY DEVELOPING YOUR OWN
STRENGTHS AND A WINNING PLAN OF ACTION
Before you can build a cohesive team, individual team members must understand their own values and the
ways they connect with others. In this Team Building program, you will learn skills to communicate more
effectively, minimize misunderstandings and conflict, and build your sense of value. The program takes you
further, helping you take your individual strengths to build a group identity. You will create a team mission
statement, ground rules, and a plan to foster trust and morale that will lead your team to success.

123.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues.

124.

TEAM EXCELLENCE

OUT OF MANY COMES ONE DYNAMIC TEAM. FIND OUT HOW TO HONE IN ON EACH EMPLOYEE’S
STRENGTHS AND EXPERIENCES TO BUILD MORE COHESIVE AND PRODUCTIVE WORK GROUPS
Organizations know that every one of their employees is valuable and contributes unique talents and
experience to each project or task at hand. So, comparatively, when employees come together as a team,
the end result is typically even greater success—that is, when members understand how to work
collaboratively. Effective collaboration not only helps to increase the quality of results, but also the
productivity. Team Excellence is the training resource that ensures teams achieve these outcomes.
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Participants fundamentally learn to CARE by discovering techniques for effective Communication,
maximizing individual Ability, producing Results, and fostering Esprit de corps. Among these techniques,
they learn to create synergy, set goals, cultivate accountability, and coordinate effective team building
activities, effectively allowing them to achieve high performance.

125.

TEAM FOUNDATION

LAY THE FOUNDATION FOR WORKING SMARTER. LEARN HOW TO STRATEGICALLY BUILD THE RIGHT TEAM
FOR EVERY PROJECT
Since the advent of downsizing, organizational flattening and layoffs, teams rather than individuals are
doing more work. This Team Foundation course provides a solid base for making the most of teams by
looking at how to create the appropriate type of team to accomplish a particular task, how to prepare
employees for the different stages of team development they will experience as their teams mature, and
how to change organizational systems and structures in order to create a culture that supports teams.

126.

TELEWORK AND TELECOMMUTING

WORKING IN YOUR PJ’S SOUNDS LIKE A DREAM, BUT IF YOU DON’T KNOW SOME OF THE PITFALLS OF
TELEWORKING, IT CAN QUICKLY BECOME A NIGHTARE. GET THE INSIDE INFO ON TELEWORK SUCCESS
Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional
challenges created by not being in a centralized office. Communication issues alone make it a challenging
job, and recognizing these challenges will help the participants become great teleworkers. Learn the ropes
with the Telework and Telecommuting workshop.

127.

TRADE SHOW STAFF TRAINING

SEAL THE DEAL BY BECOMING A TRADE SHOW SUPER STAR! LEARN HOW TO MAKE CONNECTIONS WITH
POTENTIAL CUSTOMERS AND LOCKIN THOSE DEALS
Make sure your staff has the right tools to succeed with our Trade Show Staff Training course. A successful
trade show will benefit your company on many levels. The most basic statistic is that it can cost half as much
to close a sale made to a trade show lead as to one obtained through all other means. Get your staff trained
and get to that trade show!

128.

TOUGHEST SUPERVISOR CHALLENGES

CASTAWAY: LEADING A TEAM CAN BE CHALLENGING AND UNPOPULAR. NEW AND EXPERIENCED
MANAGERS ALIKE CAN LEARN TOOLS AND TECHNIQUES TO BUILD AND MAINTAIN A SUCCESSFUL TEAM
When dealing with issues such as employee performance, personality clashes, and conflict, the truth is that
there are no quick fixes. Successful supervisors know it takes time to do what’s best for the long-term
success of the organization, its employees, and even themselves. They also know that they can overcome
just about any challenge by exercising the “three keys”: realism, restraint, and resolve. The Toughest
Supervisor Challenges gives both new and experienced managers the supervisory skills, tools, and
techniques they need to evaluate the situation at hand and choose the appropriate response.

129.

TRUE COLORS

EMBRACE THE RAINBOW: LEARN HOW EACH TEAM MEMBER’S PERSONALITY AND TRAITS – AKA THEIR
COLORS – CAN MELD TOGETHER TO MAKE A KALEIDOSCOPIC OF RESPECT, MOTIVATION AND SUCCESS
This workshop is built around the True Colors® Communication System that, for over 20 years, has assisted
people in finding more success in their endeavors. It reinforces some of the most important skills necessary
to succeed at work. These include personal respect, dignity, a sense of worthiness and capability, positive
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communication, the ability to motivate others, successful teamwork, and the prevention and resolution of
conflict.

130.

VIRTUAL TEAM BUILDING AND MANAGEMENT

HOW TO BE A TEAM PLAYER, WHEN THE REST OF YOUR TEAM IS HALF A WORLD AWAY
With a virtual team you have the normal issues of a localized team, with the additional challenges of
distance and cultural differences. Virtual Team Building and Management will give you participants the
knowledge to work with these challenges and succeed in a growing global workforce.

131.

VIOLENCE IN THE WORKPLACE

KNOW THE SIGNS BEFORE “A LITTLE TROUBLE AT WORK” TURNS INTO SOMETHING DANGEROUS. LEARN
HOW TO SPOT POTENTIAL PROBLEMS, CALM A SITUATION AND RECOVER FROM WORKPLACE VIOLENCE
Chances are you or someone you know has directly experienced workplace violence. Workplace violence
litigation has dramatically increased in recent years. In this program you will understand the most common
causes of workplace violence, recognize warning signs, and practice de-escalating a potentially dangerous
situation before it erupts. If you do find yourself in a crisis, the program teaches you how to handle it
effectively and manage the aftermath to restore a sense of normalcy in the workplace.

132.

WHY WE STRUGGLE WITH TOUGH DECISIONS

DECIDE TO DECIDE: HOW TO DEAL WITH AND MAKE TOUCH DECISIONS, AND EMBRACE CHANGES BEFORE
THEY HAPPEN
Did you know people make an average of 70 decisions each and every day? Sure, not all of them are highimpact, but nevertheless, decision making is a skill that’s critical to performance and success. And while
some decisions require little brainpower to execute, others are not so simple. Sometimes decision making is
a frustrating challenge, especially when the available options conflict with personal values or there’s
concern for the potential consequences. Before employees are faced with the next staffing change, budget
cut, career move—or any other high-impact decision—empower them with Why We Struggle with Tough
Decisions: Overcoming Doubts and Dilemmas. It’s the program that guides individuals through the key steps
they need to take before, during, and after the decision-making process. From exploring personal values
and understanding the role of emotions to analyzing data and discovering common decision-making traps,
Why We Struggle with Tough Decisions first helps individuals to understand why they’re struggling with a
decision and then gives them the skills, techniques, and strategies to make the right choices with
confidence and conviction.

133.

WOMAN AND LEADERSHIP

RUNNING WITH THE BULLS – IN HEELS: WOMEN BRING UNIQUE PERSPECTIVES TO THE WORKPLACE. FIND
OUT HOW BREAKING THE GLASS CEILING OPENS UP OPPORTUNITIES FOR ALL
Research studies have shown that companies with sustained high representation of women - that is, three
or more women board directors in at least four of five years - significantly outperformed those with no
women board directors. Statistics like this prove women have the skills to not only take on top leadership
positions, but to also have an impressive impact on their organization’s success. Still, we rarely see women
in higher positions of power because the reality of the glass ceiling is all too real. There exist a multitude of
challenges preventing women from reaching higher level positions; including preconceived notions of a
woman’s working ability as it relates to a societal and organizational context and from an internal context or rather, those self-imposed barriers women place on themselves. Women and Leadership identifies the
specific challenges imposed on women in the workplace and provides an in-depth look at how they can
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combat these obstacles to maximize their strengths - helping not only women, but all professionals and
organizations as they work to build the leadership skills of their employees.

134.

WORK- LIFE BALANCE

WHY JUGGLE WHEN YOU CAN BALANCE. BUILD YOUR SKILLS TO MAINTAIN WORK/LIFE PEACE OF MIND
With a Work-Life Balance you will be managing your time better. Better time management will benefit all
aspects of life; you will be working less and producing more. This workshop will show how to focus on the
important things, set accurate and achievable goals, and communicate better with your peers at work and
your family at home.

135.

WORKLOAD BALANCE

UNLEASH YOUR INNER TASK MASTER! MAINTAIN YOUR “ON-TIME” STATUS WITH EVERY WORKLOAD
This Workload Balance session challenges participants to evaluate how they plan and prioritize their work in
order to produce effective and on-time results. This highly interactive, skill practice workshop will provide
participants with an opportunity to self-assess their current skills and practices in the area of time
management and how they manage their workload around it.

136.

WORKPLACE DIVERSITY

EVERYONE BENEFITS FROM DIVERSITY. FIND OUT HOW ADVANCING THE MELTING POT CAN HELP YOU
GROW IN THE OFFICE AND BEYOND
The Workshop Diversity workshop will help participants understand what diversity is all about, and how they
can help create a more diverse world at work and at home. They will be instructed to use skills such as
active listening to receive messages in a diverse population, employ effective questioning techniques, and
communicate with strength.
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SALES
Improve your bottom line by engaging with our team of experts in sales and performance. VOY
STRATEGIES’ instructors bring decades of experience performing in top organizations and providing
hundreds of millions of dollars in revenue. Sign up for one or a few courses to augment your sales
performance and increase expectations!

1.

ASSERTIVENESS AND SELF-CONFIDENCE

HAVE YOUR INSECURITIES HELD YOU BACK? DO YOU HAVE IDEAS THAT WOULD BENEFIT YOUR TEAM BUT LACK THE CONFIDENCE
TO PRESENT THEM?
The Assertiveness and Self-Confidence workshop will give participants an understanding of what
assertiveness and self-confidence each mean (in general and to them personally) and how to develop those
feelings in their day-to-day lives. These skills will encompass many aspects of your participant's lives and
have a positive effect on all of them.

2.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

3.

ASSERTIVENESS SKILLS

A BETTER YOU MAKES A BETTER WE. GET THE TOOLS NEEDED TO BUILD THE CONFIDENCE AND CONTROL
NEEDED FOR GETTING WHAT YOU NEED AND SHOWCASING THE BEST YOU CAN BE
Assertiveness Skills are crucial to professional development, as well as other aspects of life. Some of these
skills include asking for what you need, handling confrontations gracefully, and putting ideas forward with
confidence. Not only do these skills improve teamwork, focus discussions, and build relationships, but they
also help individuals to become competent, constructive, confident, and perform at their best.
Assertiveness Skills provides the skill development, practice, and understanding individuals need to learn to
how to be truly assertive.

4.

DEALING WITH DIFFICULT CONVERSATIONS

CAN WE TALK? TURN HARD CONVERSATIONS INTO OPPORTUNITIES FOR GROWTH
Why risk turning a difficult conversation into an ugly confrontation when you can facilitate it into a
beneficial opportunity? Dealing with Difficult Conversations can help you better prepare for communicating
under tough circumstances to make your message more effective, help you better control the situation, and
achieve a positive outcome.
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5.

DEVELOPING AND DELIVERING DYNAMIC PRESENTATIONS

BECOME A PRESENTATION ROCKSTAR. DISCOVER THE TRICKS TO ENSURE ALL EYES – AND ATTENTION - ARE
ON YOU DURING YOUR NEXT PRESENTATION
How many times have you viewed a presentation where it was clear the presenter was ill prepared? “Clicker
culture” refers to the vast majority of people in our culture — and in the audience to whom you present —
who have been conditioned by media (TV, movies, video, computers, radio). The average “sound bite” is 1520 seconds and getting shorter. If your presentation doesn’t get and keep their attention, they’ll “click and
change channels.” They may be physically present but mentally elsewhere. In this program you will learn
how to make your presentations meaningful, memorable, and motivating; a “must watch” presenter
prepared for prime time.

6.

DEVELOPING POSITIVE RELATIONSHIPS AT WORK

PLAY WELL WITH OTHERS: EVEN WHEN EMPLOYEES HAVE DIFFERENCE, HELP THEM TO FOCUS ON THE
SHARED SUCCESS THAT COMES FROM A UNIFIED TEAM
It’s no secret that the aim of every organization is to hire the best talent. But when it comes to success in
the workplace, Ivy League degrees and decades of professional experience are of no use if individuals fail to
develop and maintain healthy relationships. In other words, when the people in your organization can’t
work together and “play nice,” business is bound to suffer. Developing Positive Relationships is the positive
learning experience your organization needs to ensure that individuals unite around a common mission,
value diversity, rise above personal slights, take responsibility, and cultivate an environment based on trust.

7.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

8.

EFFECTIVE QUESTIONING

TO GET THE RIGHT ANSWERS, YOU NEED THE RIGHT QUESTIONS. PINPOINT THE MOST EFFECTIVE WAYS TO
ASK QUESTIONS SO THAT YOU GET PRECISE ANSWERS, WITH LESS EFFORT
Effective communication tools have become a more essential part of every employee’s day-to-day
interactions and are a requirement for success at work. Questioning is a powerful tool that is often
overlooked in communications training. Effective Questioning: A Different Way to Communicate brings a
unique insight into the effects of positive questioning, not only as a method of gathering information or
interrogating, but as a communication skill that can assist in coaching, problem solving, stimulating ideas,
encouraging discussion, expanding alternatives, and gaining understanding.
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9.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

10.

EMPLOYEE MOTIVATION

ARE MONDAYS A DRAG IN YOUR OFFICE?
The Employee Motivation workshop will give participants several types of tools to become a great
motivator, including goal setting and influencing skills. Participants will also learn about five of the most
popular motivational models, and how to bring them together to create a custom program.

11.

FACILITATION SKILLS

LEARN TO MASTER THE ART OF FACILITATION BY ENGAGING AND INFLUENCING YOUR TEAM TO MEET
GOALS AND OBJECTIVES
The Facilitation Skills workshop can help any organization make better decisions. This workshop will give
participants an understanding of what facilitation is all about, as well as some tools that they can use to
facilitate small meetings. A strong understating of how a facilitator can command a room and dictate the
pace of a meeting will have your participants on the road to becoming great facilitators themselves.

12.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

13.

GETTING TO YES: SUCCESSFUL SALES NEGOTIATION

GETTING WHAT YOU WANT AND NEED CAN BE NEGOTIATED IF YOU HAVE THE SKILLS AND TOOLS TO GUIDE
YOU
The difference between selling and negotiating can be the difference between winning or losing the sale.
While selling requires persuasiveness, negotiation is principally about problem solving, and developing
creative solutions to challenges. Learn to identify negotiation styles in yourself and others, and how to use
negotiation during the sales process to get to “yes.” Through skill building exercises and role play, you will
learn how to plan and conduct effective negotiations, to respond to difficult questions and obstacles, and
finally, close the deal.

14.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
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to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

15.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

16.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately. From
minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives individuals the
tools they need to control physical responses, reframe thinking, handle accidental outbursts, and learn longterm strategies for channeling emotions productively.

17.

IDEAS INTO ACTION

LEARN HOW TO PUT YOUR CREATIVE IDEAS INTO ACTION
Innovation is a term that tends to make people uncomfortable. That's because it's surrounded by common
myths and misconceptions, such as "only creative people can be innovative," and "I don't know how to be
innovative." Simply put, the goal of innovation is to introduce something new or to make something better.
But that doesn't mean it has to be complex or difficult. Whether it's improving customer return policies or
developing high-tech products, innovation can happen anywhere in an organization — and by anyone. Part
of the Reproducible Training Library, Ideas Into Action: From Creativity to Innovation dispels the myths and
misconceptions surrounding innovation and guides people and teams through the innovation process, from
generating good ideas and encouraging creativity to developing a plan and implementing new concepts.

18.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.
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19.

INTERNET MARKETING

TAP INTO THE GLOBAL MARKETPLACE USING THE TOOLS ALREADY AT YOUR FINGERTIPS
Internet Marketing will provide your participants with a great set of skills to market your business online.
Content is the king of Internet marketing, and your participants will need to know how to utilize your great
content. If you want your business to grow then your participants need to understand Internet Marketing
Fundamentals.

20.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

21.

PRODUCTIVE WORK HABITS

FEELING OVERWHELMED WITH TASKS AND ACTIVITIES THROUGHOUT YOUR DAY? LEARN TO HONE
PRODUCTIVE WORK HABITS BY ORGANIZATING, PRIORITIZING, AND MANAGING YOUR WORKLOAD
Productivity isn’t about quantity. It’s about doing the right task, at the right time. In other words, it’s
about recognizing what to do when. But sometimes that’s easier said than done. You can help employees
and managers improve their productivity with Productive Work Habits. This program helps individuals begin
to develop the positive habits they need to gain focus, learn how to prioritize tasks efficiently, become
better organized, manage their time efficiently, work more effectively with colleagues — and even create
better work-life balance.

22.

RESILIENCE

LEARN THE ART OF ADAPTATION AND RECOVERY WITH THIS HANDS-ON WORKSHOP IN RESILIENCE
Conflict, change, and stress are a regular part of everyday organizational life. The key to employee survival
is resilience, the ability to bounce back after adversity. Being resilient doesn't prevent tough challenges from
happening, but it does provide individuals with the strength and wherewithal to recover and move on time
and time again. Developing resilience is a lot like engineering a building to withstand an earthquake. It
requires a solid foundation and a flexible structure that won't crack or crumble under pressure. In human
terms, it translates into self-esteem, connections with others, mental agility, and effective coping strategies.

23.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: FUNDAMENTALS OF THE SALE

IT’S NOT ROCKET SCIENCE: LEARN THE TOOLS, TECHNIQUES, AND CUES THAT GENERATE REVENUE
The Sales Fundamentals workshop will give participants a basic sales process, plus some basic sales tools,
that they can use to seal the deal, no matter what the size of the sale. Your participants will become more
confident, handle objections, and learning how to be a great closer.

24.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: UNDERSTANDING THE SALES CYCLE

CHALLENGE YOURSELF TO EXCEED NEW SALES GOALS THROUGH THIS HANDS-ON WORKSHOP ON ACTIVELY
GENERATING REVENUE
Selling Essentials: Understanding the Sales Cycle is the first title in a series of in-depth learning experiences
aimed at transforming your sales force into true professionals who are prepped and ready for any
challenge. Filled with an assessment, activities, worksheets, action planning, and more, this program
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requires individuals to take an active role in their learning. It starts with self-reflection and measurement,
and then shifts the focus to the buyer with an exploration of customer-focused selling and decision-making
patterns before ending with action strategies and planning.

25.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: PROSPECTING AND TERRITORY
MANAGEMENT

MINING FOR SALES GOLD: LEARN TO IDENTIFY AND SCORE SALES
Selling Essentials: Prospecting and Territory Management gives salespeople at all levels the know-how to
tackle prospecting, maintain a healthy pipeline, and grow their business. Title two of an in-depth training
series, this customizable workshop is packed with helpful tools, including worksheet templates, qualifying
checklists, practice exercises, strategies, and more.

26.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: OPENING THE SALES CALL

TEN SECONDS TO SUCCESS: TURNING FIRST IMPRESSIONS INTO LONG-TERM CUSTOMERS
You never get a second chance to make a first impression. Ten seconds or less. That’s how long the window
of opportunity is open for your salespeople to grab a client’s attention. And that’s why it’s vitally important
to arm them with the tools that enable them to be confident, sincere, engaging, and successful—before
they set foot in their next face-to-face sales call. With the proper knowledge and preparation, your
salespeople can establish themselves as experts, think on their feet, adapt to client expectations, and
capture lifetime clients. Selling Essentials: Opening the Sales Call does just that. The third installment of the
in-depth training series, This classroom program is all about learning how to make a great first impression,
set a positive tone, and beat the competition.

27.

SELLING/ BUSINESS DEVELOPMENT ESSENTIALS: OVER THE PHONE

BE THE VOICE OF CONFIDENCE AND SECURITY CUSTOMERS WANT TO HEAR ON THE OTHER LINE
What makes a sales superstar? You might think it is all about the perfect opening line or closing pitch.
However, becoming a sales superstar is much more nuts and bolts than that. This program gives you a
helpful structure for each day that allows you to set goals and get organized to keep you motivated. You’ll
also learn how to gain trust over the phone, find more and better leads and follow up on them more
effectively, use a script that doesn’t sound scripted, and use your voice to enhance each and every call.

28.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: OVERCOMING SALES OBJECTIONS

TURN OBSTACLES INTO OPPORTUNITIES TO WIN OVER CLIENTS
Overcoming Sales Objections is an essential part of the sales process, as it will open up a whole new set of
opportunities. It will produce new sales and provide an ongoing relationship with new clients. Objections
will always occur no matter the item being sold or presented.

29.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: SUCCESS SKILLS AND STRATEGIES

CULTIVATING LONG-TERM CUSTOMERS IS A PROCESS. LEARN THE SKILLS TO TURN YOUR FIRST SALE INTO A
DEVOTED CLIENT
Successful salespeople know that sales don’t just “happen.” They require a combination of technical and
people skills that allow you to understand your customer’s true expectations and position your products and
services to meet them. This results-oriented program reveals how an integration of customer focus
throughout the sales process — the consultative system of selling — can help you close more sales and
create stronger customer relationships. Learn how specific customer needs shape the entire sales process,
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and discover how crafting a well-tailored solution and sharpening your communication skills to present
concepts, and identify opportunities, will help you overcome objections to successfully close the sale.

30.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: WHAT TO ASK & HOW TO LISTEN

GETTING TO KNOW THEM: INCREASE YOUR SALES BY UNCOVERING YOUR CUSTOMERS’ NEEDS BEFORE
THEY ASK
They’ve mastered prospecting, scoped out hot leads, and succeeded in getting their foot in the door. So far,
your salespeople are off to a great start. But at this moment, they’re sitting face-to-face with their next
(hopefully) new customer, and after an engaging opening, they stop and think, hmm…now what? It’s time
to shift the focus to the customer. So before your business development/salespeople have the chance to
jeopardize their next big deal, make sure they know how to keep the customer engaged, uncover their
needs, learn their decision-making strategies, and know what not to say. Teach them what to ask—and how
to listen. Sales Essentials: What to Ask & How to Listen, the fourth module of the in-depth training series,
shows salespeople how to ask the right questions, avoid communication shut downs, maximize business
discussions, and learn valuable active listening skills that will move the customer relationship forward.

31.
SELLING/BUSINESS DEVELOPMENT ESSENTIALS: PRESENTING SOLUTIONS,
OVERCOMING OBJECTIONS , AND CLOSING THE SALE
WINNING PRESENTATIONS START WITH STELLAR PREPARATION
It’s true. Preparation is key, especially when it comes to selling. Successful business development and
salespeople know it. From mastering product knowledge to understanding what the client wants and
figuring out how to clinch the sale, they always do their homework. Always. But knowing what to prepare—
and how to prepare—can’t be left to trial and error. That’s because developing the ability to see through
the client’s eyes, pinpoint their needs, think outside of the box, and deliver a convincing presentation takes
time, training, practice, and then more practice. The fifth module of the in-depth Selling Essentials training
series, Presenting Solutions, Overcoming Objections, and Closing the Sale, prepares your sales force to
approach each sales call with the skill, confidence, and know-how to achieve results.

32.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: DEVELOPING CLIENTS FOR LIFE

THE ROAD TO LOYAL CLIENTS CAN BE LONG, BUT IT DOESN’T HAVE TO BE DIFFICULT IF YOU BUILD A CLEAR
PATH TO PARTNERSHIP
Does your business development person or sales reps think their job is done when they’ve closed a deal?
Not so fast. Ask any seasoned business development/sales professional and they will tell you that’s a huge
mistake. Why? The reality is that there’s a long road ahead if they want to gain a client for life, from
implementation and follow-up to building the relationship and developing client loyalty. But the payoff is
worth the effort. That’s because acquiring a new client costs far more in expense and effort than investing
in an existing relationship. The sixth module of the in-depth Selling Essentials training series, Developing
Clients for Life focuses on the skills business development and salespeople need to cultivate relationships
based on mutual trust and loyalty.

33.

STRATEGIC PLANNING (FUNDAMENTALS)

A GOOD PLAN IS ONLY AS EFFECTIVE AS THE PLANNING. GET THE TOOLS YOU NEED TO ENSURE YOUR BEST
LAID PLANS DON’T GO AWRY
What ensures the long-term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don’t. This program identifies the elements of an effective strategic planning model, gives you the tools
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to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

34.

TRADE SHOW STAFF TRAINING

SEAL THE DEAL BY BECOMING A TRADE SHOW SUPER STAR! LEARN HOW TO MAKE CONNECTIONS WITH
POTENTIAL CUSTOMERS AND LOCKIN THOSE DEALS
Make sure your staff has the right tools to succeed with our Trade Show Staff Training course. A successful
trade show will benefit your company on many levels. The most basic statistic is that it can cost half as much
to close a sale made to a trade show lead as to one obtained through all other means. Get your staff trained
and get to that trade show!

35.

WHAT CUSTOMERS REALLY WANT

THE CUSTOMER ISN’T ALWAYS RIGHT, BUT YOUR SUCCESS DEPENDS ON THEM NEVER KNOWING IT
What is extraordinary customer service? We have all experienced it and, most likely remembered it. In this
course, participants will explore the concepts and benefits of superb customer service. Individuals will learn
ways of building positive rapport with various types of customers and then apply those skills in activities and
exercises throughout the course. They will dive deeper into workplace communication by examining the
do’s and don’ts of technology, and how to use these advances to further their customer alliances. Further,
groups will practice learned skills in dealing with difficult situations and making every interaction a positive
experience.

36.

WOMAN AND LEADERSHIP

RUNNING WITH THE BULLS – IN HEELS: WOMEN BRING UNIQUE PERSPECTIVES TO THE WORKPLACE. FIND
OUT HOW BREAKING THE GLASS CEILING OPENS UP OPPORTUNITIES FOR ALL
Research studies have shown that companies with sustained high representation of women - that is, three
or more women board directors in at least four of five years - significantly outperformed those with no
women board directors. Statistics like this prove women have the skills to not only take on top leadership
positions, but to also have an impressive impact on their organization’s success. Still, we rarely see women
in higher positions of power because the reality of the glass ceiling is all too real. There exist a multitude of
challenges preventing women from reaching higher level positions; including preconceived notions of a
woman’s working ability as it relates to a societal and organizational context and from an internal context or rather, those self-imposed barriers women place on themselves. Women and Leadership identifies the
specific challenges imposed on women in the workplace and provides an in-depth look at how they can
combat these obstacles to maximize their strengths - helping not only women, but all professionals and
organizations as they work to build the leadership skills of their employees.
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TEAM BUILDING
Ever feel you are working on your own or working against the others on your team? Learn the art of synergy
and capitalize on your group strengths and mitigate the weaknesses. VOY STRATEGIES offers a variety
of team building workshops to ensure that your team gets on track with a clear understanding of how. to
success in a sea of decision

1.

DIVERSITY AWARENESS

THE WORKPLACE IS MORE DIVERSE THAN EVER, WHICH MEANS A WEALTH OF EXPERIENCE AND
PERSPECTIVE IS WAITING TO BE DISCOVERED. LEARN TO GROW FROM THE PEOPLE AROUND YOU
Feeling as though you are an outsider can be detrimental to your performance in a work environment that
is becoming increasingly more diverse. Diversity Awareness: Fostering an Environment of Inclusivity,
Sensitivity, and Respect in the Workplace, explores the subtle ways that these limitations occur and how to
combat them by fostering an environment that focuses on building respectful interactions. The program
defines diversity in broad terms, recognizing that people see differences in varying ways from educational
background to personal attributes and experiences, among other areas. Professionals at every level will
learn how to take proactive steps to find and capitalize on unique skills as well as exercise flexible thinking
and seek personal growth.

2.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

3.

EFFECTIVE QUESTIONING

TO GET THE RIGHT ANSWERS, YOU NEED THE RIGHT QUESTIONS. PINPOINT THE MOST EFFECTIVE WAYS TO
ASK QUESTIONS SO THAT YOU GET PRECISE ANSWERS, WITH LESS EFFORT
Effective communication tools have become a more essential part of every employee’s day-to-day
interactions and are a requirement for success at work. Questioning is a powerful tool that is often
overlooked in communications training. Effective Questioning: A Different Way to Communicate brings a
unique insight into the effects of positive questioning, not only as a method of gathering information or
interrogating, but as a communication skill that can assist in coaching, problem solving, stimulating ideas,
encouraging discussion, expanding alternatives, and gaining understanding.

4.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
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increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

5.

EFFECTIVE NEGOTIATION SKILLS

SHOOT FOR THE MOON. NO ONE IS GOING TO GIVE YOU SOMETHING YOU DIDN’T ASK FOR. WALK AWAY
FROM THE BARGAINING TABLE WITH EXACTLY WHAT YOU NEED
Most inexperienced negotiators remain so focused on their position they ignore creative solutions that
would meet their underlying interests. This program helps you identify and analyze your needs and
expectations in negotiation. It teaches you how to successfully get you from where you are to where you
want to be with negotiable proposals and mutually beneficial counter-proposals.

6.

EMPLOYEE MOTIVATION

ARE MONDAYS A DRAG IN YOUR OFFICE?
The Employee Motivation workshop will give participants several types of tools to become a great
motivator, including goal setting and influencing skills. Participants will also learn about five of the most
popular motivational models, and how to bring them together to create a custom program.

7.

FACILITATION SKILLS

LEARN TO MASTER THE ART OF FACILITATION BY ENGAGING AND INFLUENCING YOUR TEAM TO MEET
GOALS AND OBJECTIVES
The Facilitation Skills workshop can help any organization make better decisions. This workshop will give
participants an understanding of what facilitation is all about, as well as some tools that they can use to
facilitate small meetings. A strong understating of how a facilitator can command a room and dictate the
pace of a meeting will have your participants on the road to becoming great facilitators themselves.

8.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up to
the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.

9.

FUNDAMENTALS OF EFFECTIVE FACILITATION

LEARN THE BASIC PRINCIPLES OF FACILITATION WITH THIS HANDS-ON COURSE IN FACILITATION
Many people find themselves asked to lead training because they are experts on the training topic. But,
knowing something and teaching others are two very different things. This program will give you the skills to
facilitate a training session effectively. You’ll understand how adults learn and how different styles of
learning appeal to different predispositions, or preferences for learning. You’ll also come away with tips and
strategies for making your presentations engaging and interactive.
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10.

FUNDAMENTALS OF STRATEGIC PLANNING

LEARN TO BECOME AND EFFECTIVE PLANNER THROUGH OUR STRATEGIC PLANNING MODEL
What ensures the long term success of an organization? Nothing! However, it has been proven that
companies that partake in serious strategic planning have a significant edge in being successful over those
that don't. This program identifies the elements of an effective strategic planning model, gives you the tools
to discover your strengths, weaknesses, opportunities and threats when setting a strategic vision and helps
you avoid common pitfalls that derail strategic plans.

11.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

12.

HOW TO MANAGE YOUR EMOTIONS

CRYING OVER SPILLED MILK? LEARN TO MANAGE YOUR EMOTIONS
Have you ever been emotional at work? Just about everyone has at some point. And in a world full of
budget cuts, layoffs, conflict, and stress, it’s becoming more and more difficult for people to manage their
emotions. After all, we’re only human. While it’s not always possible to check emotions at the door, it is
possible to figure out what triggers emotional responses and then learn how to respond appropriately.
From minimizing frustration to conquering negative self-talk, How to Manage Your Emotions gives
individuals the tools they need to control physical responses, reframe thinking, handle accidental outbursts,
and learn long-term strategies for channeling emotions productively.

13.

IDEAS INTO ACTION

LEARN HOW TO PUT YOUR CREATIVE IDEAS INTO ACTION
Innovation is a term that tends to make people uncomfortable. That's because it's surrounded by common
myths and misconceptions, such as "only creative people can be innovative," and "I don't know how to be
innovative." Simply put, the goal of innovation is to introduce something new or to make something better.
But that doesn't mean it has to be complex or difficult. Whether it's improving customer return policies or
developing high-tech products, innovation can happen anywhere in an organization — and by anyone. Part
of the Reproducible Training Library, Ideas Into Action: From Creativity to Innovation dispels the myths and
misconceptions surrounding innovation and guides people and teams through the innovation process, from
generating good ideas and encouraging creativity to developing a plan and implementing new concepts.

14.

INFLUENCING SKILLS

EMPOWERED EMPLOYEES INFLUENCE, IMPACT, AND LEAD
The perspective presented is that each employee - regardless of position, title, or assigned “leadership”
responsibility - has both opportunity and obligation to lead in the empowered environment necessary to
achieve the organizations mission. During this workshop, participants will focus on their ability and
willingness to proactively influence the actions of others. Specifically, they will sharpen the skills needed to
accomplish four key outcomes: create shared knowledge, maintain a supportive environment, trust and be
trustworthy, and model desired behaviors.
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15.

LEARNING TO MANAGE

DISCOVER THE TOOLS AND TECHNIQUES OF EFFECTIVE MANAGEMENT
Learning to Manage walks you through the process of successful management by introducing the tools and
techniques for effectively handling five target areas — people, projects, performance, problems, and even
personal development because successful management starts with being able to manage yourself. Each of
these areas is essential to minimizing the stress associated with the transition from individual work as you
learn to delegate, communicate, and most of all, develop your employees — laying the foundation for
productivity and organizational success.

16.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

17.

MANAGING CONFLICT

LEARN TO USE CONFLICT AS A CATALYST FOR DISCOVERY OR OPPORTUNITY
Conflict occurs in all aspects of our lives. In many cases, the people involved in the conflict are unable to
manage the situation effectively. Those who can successfully manage conflict in the workplace demonstrate
unique interpersonal and communication skills. This workshop is designed to add to and strengthen those
skills and support participants in becoming more effective.

18.

MANAGER MANAGEMENT

LEARN TO LEAD AND GROW YOUR MANAGERS
Manager Management takes a special type of leader. This workshop will expand your participant's
knowledge and provide a way for them to teach and lead new and experienced managers. As every manager
knows that learning never stops, this workshop will have something for everyone.

19.

MANAGING PERFORMANCE

ENHANCE THE PERFORMANCE OF YOUR TEAM WITH THIS WORKSHOP TO PROMOTE GROWTH AND
ACCOUNTABILITY
This workshop provides an overview of the essential skills for managing individual performance on a daily
basis. The skills include conveying the organization's goals and their relationship to the individual's goals,
collaboratively setting expectations, documenting performance, giving feedback, writing and
communicating performance summaries.

20.

MANAGING TEAMS

BECOME THE BROKER OF YOUR TEAM’S SUCCESS
Leading a team is a big responsibility. The effectiveness of the team depends in large part on the quality of
your management skills. This program gives you the tools to help ensure that your team runs efficiently
while maintaining a high level of motivation and satisfaction among individual team members. Topics
covered include developing and using a project plan, establishing accountability among team members,
conducting meetings efficiently, helping the team make good decisions, handling conflict productively and
rewarding team accomplishments appropriately.
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21.

MEETING MANAGEMENT

FED UP WITH INEFFECTIVE OR BORING MEETINGS? CHECK OUT THIS COURSE ON CREATING VALUABLE
EXPERIENCES
The Meeting Management workshop will explore how to reduce waste and make meetings more efficient.
This is a hands-on workshop and your participation will help make it a valuable experience. Use this time to
begin the process of developing your skills along with other participants who share the same desire to
improve their meeting management skills.

22.

MEETING MANAGEMENT

LEAD MEANINGFUL, VALUABLE MEETINGS WITH CONFIDENCE USINE OUR MANAGEMENT TOOLS AND
TECHNIQUES
Successful completion of this program will increase your knowledge and ability to effectively prepare for
meetings; identify clear and concise objectives, set realistic ground rules; problem solve effectively with
meeting participants; actively make decisions and create an action plan; understand the role of the meeting
leader; practice techniques as a conflict mediator; create an accountability chart; and plan for followthrough.

23.

NAVIGATING DIFFICULT CONVERSATIONS

IT’S NOT JUST CONVERSATIONS ABOUT THE BIRDS AND THE BEES THAT MAKE US UNCOMFORTABLE
Most managers and team leaders will not readily welcome the task of having to let an employee go or
provide them with a negative performance review. These are just a couple of examples of those difficult
conversations which are an unavoidable and recurring instance in the workplace. Despite their compelling
presence, they don’t have to be feared or dreaded—they can be handled in such a way that increases selfconfidence and encourages an environment of positivity. Navigating Difficult Conversations introduces
participants to a seven-stage process for taking control in these situations and minimizing negative backlash
to effect an environment of reduced stress, increased trust, improved relationships, and higher
productivity. With realistic examples and role-playing activities, this program helps participants as they
prepare, carry-out, and close difficult conversations in the most productive manner—leading them to
embrace, rather than fear confrontation and produce long-lasting benefits for both the employee and
organization.

24.

NEGOTIATION SKILLS

MASTER THE ART OF THE DEAL – LEARN TO BUILD THE BEST POSITION FOR ANY SITUATION
The Negotiation Skills workshop will give your participants a sense of understanding their opponent and
have the confidence to not settle for less than they feel is fair. Your participants will learn that an
atmosphere of respect is essential, as uneven negations could lead to problems in the future.

25.

PROBLEM SOLVING

LEARN THE “TRICKS OF THE TRADE” IN PROBLEM-SOLVING TECHNICQUES AND MAXIMIZE OPPORTUNITIES
TO GROW YOUR COMPANY
This Problem Solving course is designed for employees who are in positions or roles with problem-solving
responsibilities. We all have our own unique styles of responding to a problem situation when confronted.
This course examines a four-step problem solving model including problem definition, situation analysis,
options generation and analysis, and problem solution. It utilizes interactive lecture/discussion, application
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exercises, and small group work. It also reviews various methods and tools which support successful
completion of each of the four steps in the model.

26.

RESOLVING CONFLICT AT WORK

YOU CAN’T ALWAYS DAM A RIVER BUT YOU CAN IRRIGATE IT. WHEN CONFLICT IS INEVITABLE, DIVERT IT
TOWARDS A POSITIVE OUTCOME
Conflict is an inevitable part of work. Whether between individuals or teams, at some point, conflict will
arise and need to be addressed. But resolving conflict doesn’t need to be a negative experience – in fact,
managing conflict can be a catalyst for positive change. This program explores various work relationships
and their impact on the employee, how business relationships can be managed to avoid unnecessary
conflict, how to use effective resolution steps when conflict occurs, and how to deal with difficult people
when managing conflict.

27.

SELLING/BUSINESS DEVELOPMENT ESSENTIALS: SUCCESS SKILLS AND STRATEGIES

CULTIVATING LONG-TERM CUSTOMERS IS A PROCESS. LEARN THE SKILLS TO TURN YOUR FIRST SALE INTO A
DEVOTED CLIENT
Successful salespeople know that sales don’t just “happen.” They require a combination of technical and
people skills that allow you to understand your customer’s true expectations and position your products and
services to meet them. This results-oriented program reveals how an integration of customer focus
throughout the sales process — the consultative system of selling — can help you close more sales and
create stronger customer relationships. Learn how specific customer needs shape the entire sales process,
and discover how crafting a well-tailored solution and sharpening your communication skills to present
concepts, and identify opportunities, will help you overcome objections to successfully close the sale.

28.

SKILLFUL COLLABORATION

“PLAYS WELL WITH OTHERS” GOT YOU THROUGH SCHOOL. NOW LET IT MAKE YOU A “MOST VALUABLE
PLAYER” ON THE WORK TEAM
The benefits of collaboration are significant, both for individuals and organizations. That is, when things run
smoothly. But there’s much more to collaboration than working side-by-side with people. Skillful
Collaboration: Working Successfully with Others to Achieve a Common Goal is a classroom training program
that helps individuals to structure an effective process that enables them to develop harmonious and
productive working relationships, from setting common objectives to troubleshooting obstacles and building
networks.

29.

SYSTEMS THINKING: HOW TO SOLVE PROBLEMS

ADVERSITY IS A SETUP FOR OPPORTUNITY. LEARN HOW TO EFFECT CHANGE OUT OF EVERY CHALLENGE
From production and marketing to customer service and fulfillment, organizations are made up of a series of
interconnected parts. And while each function may appear to operate efficiently on its own, a change in just
one cog can throw the whole system out of whack, creating a continuous chain reaction of problems. If your
organization is plagued by nagging issues that affect its performance, it’s time for a new approach. Systems
thinking is a proactive problem-solving technique that examines the relationships between various
organizational functions and how they impact each other. What makes systems thinking so powerful is that
it enables your organization to predict the consequences of change, eliminate silo thinking, adjust
perspectives to see different viewpoints, and remain focused on the big picture. Get your problem-solving
approach in gear with Systems Thinking: How to Solve Problems so they Stay Solved, the program that helps
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your organization find optimal solutions to complex challenges, improve innovation, and increase
productivity.

30.

TAKING CONTROL OF CONFLICT

WARD OF CONFLICT BY ARMING YOURSELF WITH NEW TOOLS, COMMUNICATION TECHNIQUES, AND
CONFIDENCE
Recent studies reveal that employees exhaust almost three hours each week dealing with workplace
conflict. At an annual cost of $359 billion in paid hours, organizations can’t afford these losses. But with the
proper training, people can learn how to handle conflict maturely and collaboratively—and maybe prevent
it altogether. A classroom training program, Taking Control of Conflict introduces the different types of
conflict, shows individuals how to communicate clearly and tactfully, explores appropriate resolution
strategies, and establishes a common-sense approach for preventing unnecessary conflict.

31.

TEAM BUILDING

BE THE BASE THAT HOLDS YOUR TEAM UP. BUILD SUCCESSFUL EMPLOYEES BY DEVELOPING YOUR OWN
STRENGTHS AND A WINNING PLAN OF ACTION
Before you can build a cohesive team, individual team members must understand their own values and the
ways they connect with others. In this Team Building program, you will learn skills to communicate more
effectively, minimize misunderstandings and conflict, and build your sense of value. The program takes you
further, helping you take your individual strengths to build a group identity. You will create a team mission
statement, ground rules, and a plan to foster trust and morale that will lead your team to success.

32.

VIRTUAL TEAM BUILDING AND MANAGEMENT

HOW TO BE A TEAM PLAYER, WHEN THE REST OF YOUR TEAM IS HALF A WORLD AWAY
With a virtual team you have the normal issues of a localized team, with the additional challenges of
distance and cultural differences. Virtual Team Building and Management will give you participants the
knowledge to work with these challenges and succeed in a growing global workforce.

33.

WORKPLACE DIVERSITY

EVERYONE BENEFITS FROM DIVERSITY. FIND OUT HOW ADVANCING THE MELTING POT CAN HELP YOU
GROW IN THE OFFICE AND BEYOND
The Workshop Diversity workshop will help participants understand what diversity is all about, and how
they can help create a more diverse world at work and at home. They will be instructed to use skills such as
active listening to receive messages in a diverse population, employ effective questioning techniques, and
communicate with strength.
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TECHNICAL OPERATIONS
There is an art to performing technical operations that require multiple skills sets that can be physically,
mentally, and sometimes emotionally challenging. Learn to identify your weakest links and capitalize on
your greatest strengths by working with your team to effectively communicate and engage in meaningful
working sessions that deliver productive performances.

1.

EFFECTIVE LISTENING SKILLS

JUST LIKE COMMUNICATING, EFFECTIVE LISTENING SKILLS NEED TO BE DEVELOPED. BREAK THE CYCLE OF
POOR LISTENING AND HEAR WHAT YOU’VE BEEN MISSING
People with well-developed listening skills are invaluable members to the workforce. People with welldeveloped listening skills are more productive, better problem solvers, and have healthier interpersonal
relationships. But without the proper training, two things can stand in the way of effective listening: bad
habits and style differences. The first step to becoming a better listener is to break and eliminate those
habits. The second step is to understand the different ways people listen, along with its benefits and
potential trouble spots.

2.

EFFECTIVE QUESTIONING

TO GET THE RIGHT ANSWERS, YOU NEED THE RIGHT QUESTIONS. PINPOINT THE MOST EFFECTIVE WAYS TO
ASK QUESTIONS SO THAT YOU GET PRECISE ANSWERS, WITH LESS EFFORT
Effective communication tools have become a more essential part of every employee’s day-to-day
interactions and are a requirement for success at work. Questioning is a powerful tool that is often
overlooked in communications training. Effective Questioning: A Different Way to Communicate brings a
unique insight into the effects of positive questioning, not only as a method of gathering information or
interrogating, but as a communication skill that can assist in coaching, problem solving, stimulating ideas,
encouraging discussion, expanding alternatives, and gaining understanding.

3.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

4.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up
to the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
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delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.

5.

GIVING AND RECEIVING FEEDBACK

LEARN TO COMMUNICATE EFFECTIVELY BY GIVING AND RECEIVING INFORMATION THAT WILL MINIMIZE
DISRUPTIONS AND MAXIMIZE EFFECTIVENESS
Would you like to give feedback that sticks? Do you ever hesitate to give feedback because you’re not sure
what to say? Do you get defensive when someone gives you feedback? This program will give you answers
to these questions as well as ideas about making you and your employees more productive, while
minimizing conflicts and misunderstandings that can disrupt work flow.

6.

INTERPERSONAL SKILLS

LEARN TO CONNECT INTERNALLY AND EXTERNALLY TO MAXIMIZE YOUR INFLUENCE WITHIN YOUR
ORGANIZATION AND NETWORK
The Interpersonal Skills workshop will help participants work towards being that unforgettable person by
providing communication skills, negotiation techniques, tips on making an impact, and advice on networking
and starting conversations. They will also identify the skills needed in starting a conversation, moving a
conversation along, and progressing to higher levels of conversation.

7.

JUGGLING MULTIPLE PRIORITIES

LEARN TO WORK EFFICIENTLY AND EFFECTIVELY BY “CHUNKING” TASKS AND PRIORITIZING ACTIVITIES
Have you ever wondered, “How am I supposed to get all of this done? Reports, meetings, evaluations,
proposals — and everything needs to be done NOW.” In order to decide what work is most important, you
must know the specific outcomes you/your organization desire(s), and take those outcomes and break them
down into daily roles and responsibilities. This program examines many different approaches to time
management and introduces new techniques to enhance your approach in different situations. Practice
tools for prioritizing tasks, setting boundaries, eliminating tainted time, and much more in this action
packed program.

8.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

9.

MANAGING PERFORMANCE

ENHANCE THE PERFORMANCE OF YOUR TEAM WITH THIS WORKSHOP TO PROMOTE GROWTH AND
ACCOUNTABILITY
This workshop provides an overview of the essential skills for managing individual performance on a daily
basis. The skills include conveying the organization's goals and their relationship to the individual's goals,
collaboratively setting expectations, documenting performance, giving feedback, writing and
communicating performance summaries.
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10.

MANAGING TECHNICAL PROFESSIONALS

LEARN TO EFFECTIVELY COMMUNICATE AND MANAGE SPECIALIZED TEAMS WITH AN ARSENAL OF TOOLS
AND TECHNIQUES THEY RESPECT
All managers face challenges, but managers of technical professionals face an additional and unique blend
of challenges. Whether it is scientists, engineers, health professionals, or architects the nature of technical
professionals and their work requires a second set of management tactics. Learn tips and tricks on how to
manage, lead, motivate, and communicate effectively with teams focused on solving highly complex issues.

11.

MEETING MANAGEMENT

FED UP WITH INEFFECTIVE OR BORING MEETINGS? CHECK OUT THIS COURSE ON CREATING VALUABLE
EXPERIENCES
The Meeting Management workshop will explore how to reduce waste and make meetings more efficient.
This is a hands-on workshop and your participation will help make it a valuable experience. Use this time to
begin the process of developing your skills along with other participants who share the same desire to
improve their meeting management skills.

12.

MEETING MANAGEMENT

LEAD MEANINGFUL, VALUABLE MEETINGS WITH CONFIDENCE USINE OUR MANAGEMENT TOOLS AND
TECHNIQUES
Successful completion of this program will increase your knowledge and ability to effectively prepare for
meetings; identify clear and concise objectives, set realistic ground rules; problem solve effectively with
meeting participants; actively make decisions and create an action plan; understand the role of the meeting
leader; practice techniques as a conflict mediator; create an accountability chart; and plan for followthrough.

13.

ORGANIZATIONAL SKILLS

YOU’VE GOT TO GET YOUR DUCKS IN A ROW, IF YOU WANT TO BE A BIG FISH IN THE POND - ORGANIZATION
IS THE KEY TO SUCCESS
Developing good Organizational Skills is an investment that will provide benefits for years. To be successful
means to be organized. These skills will filter through all aspects of your participants professional and
personal lives. Throughout this workshop your participants will be given the tools necessary in developing
better Organizational Skills.

14.

PRODUCTIVE WORK HABITS

FEELING OVERWHELMED WITH TASKS AND ACTIVITIES THROUGHOUT YOUR DAY? LEARN TO HONE
PRODUCTIVE WORK HABITS BY ORGANIZATING, PRIORITIZING, AND MANAGING YOUR WORKLOAD
Productivity isn’t about quantity. It’s about doing the right task, at the right time. In other words, it’s
about recognizing what to do when. But sometimes that’s easier said than done. You can help employees
and managers improve their productivity with Productive Work Habits. This program helps individuals begin
to develop the positive habits they need to gain focus, learn how to prioritize tasks efficiently, become
better organized, manage their time efficiently, work more effectively with colleagues — and even create
better work-life balance.
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15.

PROJECT MANAGEMENT

BECOME THE ESSENTIAL GLUE TO MANAGING VITAL TEAMS WITHIN YOUR COMPANY
This program is the most practical and comprehensive introduction to the many facets of project
management. From planning to scheduling, budgeting to risk management, it’s all right here. Learn what it
takes to stay on top of deadlines and expenses and ways to rebound quickly from surprises and setbacks.
But most importantly, gain advanced communications skills to get ideas, instructions, and requests across
quickly and accurately.

16.

PROJECT MANAGEMENT

STAND OUT AS A KEY DECISIONMAKER BY EFFECTIVELY MANAGING PROJECTS WITH THE LEADING TOOLS
AND TECHNIQUES EMPLOYED IN THE INDUSTRY TODAY
The Project Management workshop will give participants an overview of the entire project management
process, as well as key project management tools that they can use every day. Working with project
planning documents, such as needs assessments, risk management plan, and a communication plan will
provide benefits throughout your organization.

17.

REAL-WORLD PROJECT MANAGEMENT

FORGET EVERYTHING YOU READ IN BUSINESS 101 AND GET DOWN TO THE BUSINESS OF MANAGING IN THE
REAL WORLD
Project management is getting more complex as organizations are keeping a close eye on schedules and
budgets in order to maintain productivity and profitability. This course covers the steps of project
management from definition and planning to implementation, monitoring, completion, and evaluation. You
will be able to complete a thorough and accurate project plan including task identification, scheduling and
budgeting; monitor the key project issues of schedule, budget, and performance deliverables; and develop
appropriate responses to potential problems. After the project is completed, you will deliver clear and
effective reports that include a formal evaluation of the project.

18.

RISK ASSESSMENT AND MANAGEMENT

LEARN THE ART OF ASSESSING, MITIGATING, AND MANAGING RISKS WITH BOTH COMMON SENSE AND
CREATIVE SOLUTIONS
Through our Risk Assessment and Management course, your participants will be aware of hazards and risk
they didn’t realize were around their workplace. Identifying hazards through proper procedures will provide
your participants the ability to prevent that accident before it occurs. Limiting and removing potential
dangers through Risk Assessment will be an incredible investment.

19.

SUPPLY CHAIN MANAGEMENT

DON’T JUST GO WITH THE FLOW - CREATE A STREAM OF PROGRESS
With Supply Chain Management your company and employees will be on target to lower costs, improving
efficiency, and increase customer satisfaction. This course will provide your employees with the
understanding of how Supply Chain Management can improve and help almost any type of business.
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20.

TEAM WORKSHOPS: CUSTOM

TAILOR MADE ACHIEVEMENT: GET TARGETED HELP TACKLING YOUR TEAM’S UNIQUE CHALLENGES AND
TOUGHEST OBSTACLES
Team Workshops are designed to provide instructional and consultative services to organizations and teams
(natural and ad-hoc), tailored to their specific needs. Deliveries may consist of facilitation around specific
issues; e.g., Visioning, Team Building, Goal Setting, Reengineering, Consolidating, Transition of Leadership,
and Interpersonal Communications Training. The overall outcome is to build effective work groups that
share a sense of community and a commitment to resolving issues.
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TIME MANAGEMENT
Do you ever feel like you are just trying to catch up when you want to get ahead? Most of us get consumed
by tasks throughout our week, which can become overwhelming. Learn the art of balancing priorities while
meeting objectives through our time management workshops.

1.

ADMINISTRATIVE SUPPORT

STAND OUT FROM YOUR PEERS BY REFINING YOUR SKILLS AND INCREASING PRODUCTIVITY
In the Administrative Support course, participants will learn the core skills that will help them use their
resources efficiently, manage your time wisely, communicate effectively, and collaborate with others
skillfully. The practices presented in this course may take time to become a part of your daily work routine.
However, making the commitment to consistently apply the concepts every day is the key to changing and
adopting new behaviors in a short amount of time.

2.

EFFECTIVE MEETINGS

SPICE UP YOUR MEETINGS AND KEEP PARTICIPANTS ALERT AND ATTENTIVE WITH NEW TOOLS AND
TECHNIQUES.
Increasing demands, decreasing resources. There are team meetings, staff meetings, partnership meetings,
special project meetings, etc., etc. Sometimes it seems like all we do is attend meetings! It has become
increasingly crucial that meetings are efficient and effective strategies for accomplishing work objectives
and fostering collaboration among all segments of the workforce. Often, meetings are neither efficient nor
effective, and do not accomplish the objectives. This workshop provides many of the tools and techniques
for creating and participating in effective meetings.

3.

EXECUTIVE AND PERSONAL ASSISTANTS

DEVELOP YOUR REPUTATION AS A SKILLED, POLISHED ASSISTANT WHO SUPERCEDES EXPECTATIONS
Our Executive and Personal Assistants workshop will show your participants what it takes to be a successful
assistant. Participants will learn what it takes to effectively manage a schedule, organize a meeting, and
even how to be a successful gatekeeper. Being an Executive or Personal Assistant takes a special skill set
and this workshop will provide your participants with the necessary tools.

4.

FIRST-TIME MANAGER

LEARN TO AVOID THE PITFALLS OF BAD DECISION MAKING BY IDENTIFYING THE TOOLS AND TECHNICQUES
OF EFFECTIVE MANAGEMENT
Being promoted is great news! However, it presents major challenges to people being recognized for their
expertise and technical know-how. Management is a completely different skill set than any job leading up
to the position of manager. Learn the necessary skills to thrive in this transition. This course covers effective
delegation, coaching employees, strategic planning, developing trust, and why personal development is
critical to success.
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5.

GOAL SETTING FOR SUCCESS

READY – SET – START TODAY. DEVELOP THE ROADMAP THAT WILL TAKE YOU FROM WHERE YOU ARE TO
WHERE YOU WANT TO BE
Attainable goals are what will keep you and your organization moving forward in the right direction. This
goal setting program will help you understand what makes a goal attainable by discovering your strengths,
weaknesses, opportunities, and threats when setting goals. Many times goals are identified correctly but
poorly accomplished because there is a lack of planning and strategy regarding how the goal will be
achieved. This program will dig deep into the goal setting process to practice writing measurable goals and
strategize the best approach to make that goal a reality.

6.

ORGANIZATIONAL SKILLS

YOU’VE GOT TO GET YOUR DUCKS IN A ROW, IF YOU WANT TO BE A BIG FISH IN THE POND - ORGANIZATION
IS THE KEY TO SUCCESS
Developing good Organizational Skills is an investment that will provide benefits for years. To be successful
means to be organized. These skills will filter through all aspects of your participants professional and
personal lives. Throughout this workshop your participants will be given the tools necessary in developing
better Organizational Skills.

7.

PRODUCTIVE WORK HABITS

FEELING OVERWHELMED WITH TASKS AND ACTIVITIES THROUGHOUT YOUR DAY? LEARN TO HONE
PRODUCTIVE WORK HABITS BY ORGANIZATING, PRIORITIZING, AND MANAGING YOUR WORKLOAD
Productivity isn’t about quantity. It’s about doing the right task, at the right time. In other words, it’s
about recognizing what to do when. But sometimes that’s easier said than done. You can help employees
and managers improve their productivity with Productive Work Habits. This program helps individuals begin
to develop the positive habits they need to gain focus, learn how to prioritize tasks efficiently, become
better organized, manage their time efficiently, work more effectively with colleagues — and even create
better work-life balance.

8.

TELEWORK AND TELECOMMUTING

WORKING IN YOUR PJ’S SOUNDS LIKE A DREAM, BUT IF YOU DON’T KNOW SOME OF THE PITFALLS OF
TELEWORKING, IT CAN QUICKLY BECOME A NIGHTARE. GET THE INSIDE INFO ON TELEWORK SUCCESS
Working in a home office requires a unique set of skills. Teleworkers or virtual employees have additional
challenges created by not being in a centralized office. Communication issues alone make it a challenging
job, and recognizing these challenges will help the participants become great teleworkers. Learn the ropes
with the Telework and Telecommuting workshop.

9.

TIME MANAGEMENT

WASTE NOT, WANT NOT: MAXIMIZE YOUR SKILLS SO YOU’RE GAINING TIME AND NOT WASTING IT
A simple glance at the desks of various workers reveals different organizational and time management
practices that individuals have adapted to their personality. Personality preferences have an impact on how
individuals successfully manage their time. Different approaches to time management are equally effective
and neither approach is better than the other. In this Time Management program, you will learn how to
increase your personal effectiveness by using management techniques that fit your personality. You will
apply time saving techniques, learn ways to overcome procrastination, and find out a variety of methods to
living a balanced life.
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10.

WORKLOAD BALANCE

UNLEASH YOUR INNER TASK MASTER! MAINTAIN YOUR “ON-TIME” STATUS WITH EVERY WORKLOAD
This Workload Balance session challenges participants to evaluate how they plan and prioritize their work in
order to produce effective and on-time results. This highly interactive, skill practice workshop will provide
participants with an opportunity to self-assess their current skills and practices in the area of time
management and how they manage their workload around it.
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TRAIN THE TRAINER
Learn to become the master trainer who can lead your organization through required annual trainings and
ad hoc hands-on or one-one-one sessions. VOY STRATEGIES has a cadre of practitioners who will provide
tools, techniques, and proven methodologies to deliver informative, engaging, and memorable training.

1.

LUNCH AND LEARN

DISCOVERY LUNCH AND LEARN WORKSHOPS
Our Lunch and Learn workshop will give your organization a quick and useful tool to add to its training
department. Your participants will be able to use it as a follow-up or refresher to a previous training session.
It doesn’t have to be just about a learning event, it can also involve collaboration, networking, or sharing
best practices between employees.

2.

MEASURING RESULTS FROM TRAINING

LEARN TO MEASURE THE EFFECTIVENESS OF TRAINING COURSES WITH OUR PROPRIETARY TOOLS AND
TECHNIQUES
In our Measuring Results from Training course, participants will learn about the different ways to evaluate
training progress and how to use those results to demonstrate the results that training brings. Once the
training has been evaluated, modify and update the curriculum to create a content that is better suited for
the participants as needed.

3.

MENTAL MODELS

LEARN TO MANAGE PERCEPTIONS AND INFLUENCE YOUR TEAM TO IMPROVE PERFORMANCE
Powerhouse organizations have one thing in common. They know how and when to challenge conventional
wisdom so that they always stay one step ahead. Even more, they know that complacency is a recipe for
disaster. That’s because they’re equipped to anticipate change, sense industry swings, and meet client
demands, maybe even before the client recognizes a need. But this skill isn’t limited to the Fortune 100. Big,
small, or somewhere in between, your organization can gain a competitive advantage with the right
mindset. Each one of us has a perception of reality about how the world works—a mental model. Like an
internal hard drive, they provide understanding, guide thinking, and direct decision making. Built from
everyday experiences, outside influences, and rewards such as money and success, mental models can be
both beneficial and detrimental to success. And just as technology shifts and advances, so does the need for
individuals, teams, and organizations to update, flex, and reconstruct mental models to improve
performance.

4.

PROJECT MANAGEMENT

BECOME THE ESSENTIAL GLUE TO MANAGING VITAL TEAMS WITHIN YOUR COMPANY
This program is the most practical and comprehensive introduction to the many facets of project
management. From planning to scheduling, budgeting to risk management, it’s all right here. Learn what it
takes to stay on top of deadlines and expenses and ways to rebound quickly from surprises and setbacks.
But most importantly, gain advanced communications skills to get ideas, instructions, and requests across
quickly and accurately.
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5.

PROJECT MANAGEMENT

STAND OUT AS A KEY DECISIONMAKER BY EFFECTIVELY MANAGING PROJECTS WITH THE LEADING TOOLS
AND TECHNIQUES EMPLOYED IN THE INDUSTRY TODAY
The Project Management workshop will give participants an overview of the entire project management
process, as well as key project management tools that they can use every day. Working with project
planning documents, such as needs assessments, risk management plan, and a communication plan will
provide benefits throughout your organization.

6.

TRAIN THE TRAINER

NOT ALL GREAT LEADERS ARE BORN. SOME LEARN TO BECOME GREAT THROUGH THE RIGHT TRAINING
AND SKILLS DEVELOPMENT. GET THE TRAINING YOU NEED TO BECOME A WORD CLASS TRAINER
Most people mistakenly believe that being a ‘great’ trainer depends on the personality and talent with
which you were born. Nothing could be farther from the truth. Like any other skill, training is something that
can be learned, practiced and perfected. The objective of this Train the Trainer course is to provide you with
the understanding and foundation necessary to become a world-class trainer. In this course, you will learn
about the different learning styles of adults and how you can best teach each type of learner. You will also
learn what must be done before each training session to put you in the best possible position for success.
You will discover the difference between Preparation and Planning so that you can create a strategy to
achieve your training objectives. You will learn the “Four Basic Components of Instruction” which will enable
you to effectively train virtually any audience on a wide range of subjects. Finally, you learn what follow-up
needs to be done after your training to ensure that your instruction translates into improved understanding,
behavior and results.
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Track Your Courses
Keep track of courses you plan to take using the table below.
VOY STRATEGIES TRAIINING COURSES

Course Number

Course Title

Course Date

Our training courses cover all primary business operations areas and are developed to function
independently or collectively to promote individual and/or company-wide professional growth. This
catalogue provides an overview of almost 200 customizable courses, which we can deliver onsite, virtually,
or in our training facilities around the clock.
For additional information, contact VOY STRATEGIES at info@voystrategies.com or check out
website at www.voystrategies.com.
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CLASS REGISTRATION APPLICATION
Step 1 Participant Information
Have you taken a Voy Strategies
course before?
Y/N
Tell us about your training need and
expectations:

Step 3 Additional Participants
Take advantage of our group discount by sending
five or more students to the same session. Attach
copies of this form as needed.
Name:
Name:
Name:
Name:
Name:

Name:

Step 4 Payment Information

Title:

Check

Training Form 182

Purchase Order

VISA

Master Card

American Express

Organization:
Address:

City:

Credit Card Number:

State:

Expiration Date:

Telephone:

Name on Card (Please Print)

Email:

Phone number of cardholder:

Would you like to be on our email
list?

We must receive your payment prior to the start of the
class. Course price and course schedules are subject
to change without notice. Please refer to our web site
for the most current information.

Yes
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Zip:

No

Step 2 Class Information
Class Number:
Course Name:
Class Dates:
Location:

Cancellation: Substitutions are permitted at any time prior to the
start of the class. If you cancel or change your registration more than
two weeks prior to the start date of the class. Voy Strategies will at
your request, either refund your payment or apply it to another class.
If you cancel or change your registration less than two weeks prior to
the class start date, you will be responsible for the full payment, and
then may request a “transfer voucher,” redeemable by one person
for one class of equal or lesser value. The voucher may be applied
only one time, can be used by anyone in your organization, is valid
for six months, and is nonrefundable.

Contact Us:
Web: www.VoyStrategies.com
Email: Info@VoyStrategies.com

Phone:
Mail:
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386.523.7201 or 540.479.8343
Voy Strategies, LLC
Attn: Registration Support
1671 Jefferson Davis Highway, Suite 203
Fredericksburg, VA 22401

