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Time Management
Time Mastery/Meeting Management can be offered as individual half-day sessions, or a
two-part program which combines the concepts of time management with the process of
meeting management.
Time Mastery is designed to encourage the participant to become aware that the best time is

planned time. Time has several unique qualities. It cannot be saved, it must be spent, and if
left unplanned it can be wasted.
Time Mastery helps participants develop an understanding of how to prioritize their task

and put it to use in everyday practice by looking at time killers and evaluating how they waste
a supervisor’s time or support staff’s time. The class uses various tools for analyzing a daily
time log and integrating the process into their daily activities toward using their time more
effectively.
• Half Day SessionMeeting Management
Meeting Management is designed to assist employees in capitalizing on time spent in
meetings. This program will help participants see meetings (properly managed) as a solution
rather than a cause of problems.
Participants will be able to distinguish between different meeting formats and purposes,
identify factors which contribute to or detract from productive meetings, understand the value
of agenda and be able to construct a meeting agenda for his/her own use, and study a variety
of functional roles that will exist within a meeting. Meeting management also explores the
typical problems that arise with the structure of regular meetings and explores ways to
improve them.
• Half Day Session
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Performance Management:  
Minimizing Human Error

Talent management is essential for today’s competitive organizations.  Employees and 
supervisors have to have a methodology to surface and to discuss performance in a non-
threatening and constructive environment.  In addition the cost of errors in performance has 
never been higher.  Identifying the causes and corrections to these performance errors is 
essential.  
The Performance Management:  Minimizing Human Error program contains five 
components.
Performance Planning:  Setting expectations concerning performance levels early and often is 
essential for the maintenance of any manager/employee relationship.  Frequent conversations 
about these expectations can clarify any misconceptions and miscommunications that may 
impact the relationship and the performance.
Observation and Documentation:  Periodic observations and documentation of performance 
samples creates an objective record of performance, documents job impacting decisions that 
must be made, and objectifies the conversations that must be held in relationship to an 
employee’s performance.
Coaching for Improved Performance:  A relationship where the manager is viewed as a 
support mechanism or coach is desirable and supports performance results and a positive 
relationship.  This places both the employee and the manager on the same “side” where both 
are striving to improve performance for an individual or an organization.
Reviewing Performance:  Periodic conversations about performance are essential.  A year end 
conversation is usually expected but regular conversations spaced throughout the year are 
preferable.  In this way there are no year-end surprises or lost opportunities due to wasted 
time and effort.
Minimizing Human Error:  An examination of the cause of errors 
and the human and systems failures that promote these errors is an 
essential component of any performance management system.  
Drawing from human factors engineering literature a focus on the 
types of errors and tools available to reduce errors will be examined.
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Interviewing and Selection
(Selection for Success)

Two factors underscore the importance of giving key employees interviewing skills.
First, the high cost of making the wrong selection and second, the increased demand for
more employees (team members) to be active in the selection process.
Selection for Success is designed to give some practical suggestions on how to be
effective in interviewing individuals for employment by following these objectives:

 List the sequence of events in a generic selection process
 Prepare for an interview
 Practice questioning techniques
 Identify some general legal parameters concerning the questioning process.
 Describe a decision making process
 Discuss and understand past behavior as a prediction of future behavior.
 List some common pitfalls in the interview and selection process

Selection for Success provides an understanding of a generic selection process and the
role the interview plays in the selection of the appropriate candidates for the
organization. Participants will hone interviewing skills through participation in practice
interview sessions.
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Conflict Management
The Society for Human Resource Management recently reported that a large
percentage (over half) of employees that are terminated from their employment are
terminated because of an inability to relate to those they were required to work with.
As pressures mount to do more with less the apparent conflict within organizations
continues to increase.
The Conflict Management session addresses the following issues:
• The definition and identification of conflict within relationships.
• The typical costs and causes of conflict in relationships in the work setting.
• The identification of a simple model of dealing with conflict.
• The awareness one needs to have about his/her approach to conflict.
In addition to traditional discussion of the issues identified above, the Conflict
Management session will give the participant a chance to participate in two assessment
instruments that reveal ones reasons for conflict and ones style of dealing with conflict.
The Myers-Briggs Type Indicator (MBTI) will surface the natural and frequent sources
of conflict within ones personality type and preferences. Individuals sometimes see
the world different and because of that difference will tend to vilify anyone that sees
the world differently from them. This awareness suggest to the participant that this
difference is just that, a difference and not a better or worse way of viewing the world
around them. (included in the two day session)
The Thomas Kilman Conflict (TKI) questionnaire assists the participant in identifying
their predominant style of dealing with conflict and shares appropriate information
about when each style is useful. It also informs the participant about what an
excessive use or infrequent use of each style creates within relationships. (included in
the one day and two day versions of this session)
To achieve application of learning resulting from this session several specific cases
have been developed to challenge the learning of the participant. Depending on the
number of participants in the session, these cases are worked on individually or in
teams.
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Employee Engagement and Work Teams
As more and more organizations see the benefits of teamwork and employee
involvement, the greater the need to help individuals become a “member” of the team.
Work Team Skills defines the concept of teamwork, its history, and how it is applied
to an organization. Participants will identify characteristics of an effective team,
examine the roles and responsibilities of individuals on a team, and list the steps in
effective action planning designed to enhance the effectiveness of the team. The
curriculum includes a discussion of team development and opportunities to practice
ways in which teams can improve their effectiveness.
Work Team Skills is designed to introduce the team building process to those who
have a need to function within teams and to give mature teams an opportunity to
examine their effectiveness. The program uses personal assessment, team appraisal
instruments, and action planning to convey objectives. Through small group
discussion, participants will identify barriers to team development and practice
behaviors which promote collaborative teamwork.
A variety of instruments are used to enhance the Work Teams class, such as the
Cascades© and Desert Survival© from Simulations. In addition to these
simulations the Team Dimensions Profile© from Wiley Publishing is an optional
assessment.
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Finance for Non-Financial Managers
Moving your workforce from compliant to committed, requires them to understand and speak the
language of business. Oftentimes employees lack a foundation from which good business
choices can be made. Instead, they make choices of personal convenience rather than choices
that lead to higher quality, greater productivity and ultimately increased profitability. Teaching
everyone the language, the process and the economics of good business can turn employees into
partners rather than adversaries.
Finance for Non-Financial Managers will help your employees understand the key concepts of
profitability, quality, and customer service. They will develop a common understanding of
critical internal business terms, establish criteria for effective decision making in business, study
the processes of budgeting and cost accounting - including learning to read a profit and loss
statement, and understand and apply the principles of business effectiveness in organizational
case studies.
Advanced Management, Inc. can provide instruction that will allow your employees a new
appreciation for the economics of your business. The Finance for Non-Financial Managers
class shows your people how they can make themselves and the organization more profitable, and
offers employees an alternative to personal convenience in making their daily work decisions.
Schedule of training:
I. Introduction

a. Handout
II. Finance Basics

a. Accounting terms, acronyms & vocabulary – handout with group exercise
b. Balance Sheet (Assets, Liabilities, Equity)
c. Income Statement
d. Key Financial Ratios – handout with group exercise

III. Accounting Fundamentals
a. General Ledger & Accounts
b. Payables & Receivables
c. Fixed & Variable Costs
d. Cash vs. Accrual Accounting
e. Capitalized Costs vs. Expense Items
f. Internal Controls – group exercise

IV. Budgeting
V. Financial Reports

a. Annual Reports – Key elements and Analysis (handout)
VI. Questions & Answers
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Everyday individuals and organizations must consciously choose a course of action, 
make a recommendation, or establish criteria to govern a path forward.  In most 
cases that decision involves more than one individual and more than one individual 
has input on the process.  This is true whether you are deciding as a family where to 
go on vacation, what college to attend, which vendor to select, or which contractor 
will provide the best service.  Decisions are daily facts of life and the frequent 
intuitive approach to decision making does not work.  In the organizational world 
we need to be sure that decisions are based on objective data, incorporates the 
wishes of those impacted by the decision, and assesses the risks associated with the 
decision.
The Collaborative Decision Making seminar is based on an 8 step process that 
promotes a rational inclusive approach to decision making.  The steps include:
Step #1 Clarification of the Decision to be Made
Step #2 Identification of the Goals and Objectives of the Decision 
Step #3 Prioritization of these goals and objectives
Step #4 Identifying the Alternatives and Options Available
Step #5 Statistical Screening of the Alternatives Against the Options
Step #6 Preliminary Selection
Step #7 Assessing Risks
Step #8 Final Decision/Choice
For most decisions that involve one or more people this process is straight forward 
and easy to use.  It can certainly be formalized to document the decision making 
process of a team or group or used informally in bit and piece method to improve 
the decision making process in many applications.
Most decisions require the gathering and organization of 
sizable amounts of information.  Through several practice 
opportunities with single position cases and multiple position 
cases this process can be mastered quickly and applied to 
work related situations immediately after the session.  

8

Collaborative Decision Making
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Collaborative Problem Solving
Problem Solving is a skill that is essential for managers, supervisors, and employees alike.  It is a fundamental skill that is absolutely necessary in organizations that are attempting to engage their employees in support of organizational success.  While many individuals have effective problem solving skills, each one brings their own unique way of addressing the concerns they face.  Identifying a process that allows for and even encourages a collaborative approach is an important first step in addressing the problems facing the organization.  Our problem solving sessions focuses on a seven step process that moves those involved in the discussion toward a true identification of the cause of any problem.
Step #1 Problem StatementStep #2 A Complete Description of the ProblemStep #3 DistinctionsStep #4 ChangesStep #5 Possible CausesStep #6 Testing Possible Causes IdentifiedStep #7 Verification of the “True” Cause
This process allows for the group involved to focus the entire team on a common problem, engage the team in a complete description of the problem from a variety of perspectives, collaboratively generate possible causes, arrive at a consensus opinion as to the true cause and plan a detailed process to verify that the true cause has been identified.
Several cases will be used to allow the participant to practice a specific methodology/process in learning the collaborative problem solving approach.  
This session is the one of three sessions that is offered that address the rational processes utilized by managers and employees alike.  The others, Decision Making and Potential Problem Analysis, complete the examination of rational process and are offered in tandem with this session.
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Potential Problem Analysis 
(Project Planning)
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The success of most projects depends on the planning.  Answering the questions of schedules, resources, timing, and people all are important to success.  Learning to anticipate problems and discover both contingent and preventive actions to address these problems can make any project plan more realistic and confident of success.  Participants in this session will have the opportunity to explore the basis of project management from a planning perspective.

Protection of a plan to be implemented can be a cost reduction process vs. fighting the numerous “fires” that inevitably arise and add to the cost of projects.



Facilitative Leadership Skills
The effectiveness of work groups depends on how well the relationships within the
groups are managed. The effectiveness of the organization depends on how well the
interrelationships between the work groups are managed. As organizations move
toward a more participative approach to management, it becomes increasingly
important to understand the impact of work groups and how to effectively lead these
groups. This program is designed to explore the issues of leadership within the group
and to improve the participant’s leadership capabilities.
Advanced Management, Inc. tailors leadership classes to the needs and issues of an
organization. Concepts such as the characteristics of effective leadership, the roles of
leadership, balancing concerns for task with concerns for people, monitoring
performance and productivity, and the necessity of vision are all studied, in depth, in
any leadership class we offer. Participants will examine and discuss practical ways of
confronting difficult situations and resolving conflicts, while maintaining productivity
and supporting morale.
Advanced Management, Inc. provides leadership programs that allow participants to
develop an increased appreciation of necessary leadership skills and acquire knowledge
to improve their leadership practices.
A variety of self-assessment options are available to enhance the leadership class.
The Everything DiSC 363 for Leaders®, Everything DiSC Work of Leaders®, the
Myers-Briggs Type Indicator© are all excellent activities for self-discovery of
leadership attributes.
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