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Our mission is to provide the workforce NAVSEA needs to design, engineer, deliver and maintain America’s Fleet.  The anchor in fulfilling our mission is a Corporate Strategy with four principles - Think Fleet, Workforce Excellence, Corporate Teamwork, and Principled Leadership.  

In all of our activities, we are driven by the needs of the Command as a whole in relation to strategic development, and NAVSEA employees in relation to more specific learning and development.  We constantly look for innovative ways to deliver learning, and we promote a strong learning culture through the creation of a framework conducive to learning and supportive of professional and personal growth.  We are committed to giving everyone the chance to realize their full potential because we know the value of human capital and that investment made in our people is the best investment the Command can ever make.

To help achieve our mission, we:    

· Develop and implement Command-wide Learning and Development policy, processes, and programs to satisfy customer requirements and higher level mandates.

· Provide leadership, advice, and assistance to Headquarters (HQ)/Program Executive Officer (PEO) and field activity leaders in developing plans to enhance core equity knowledge in the existing workforce and to build a strong core equity competency base for the future.

· Develop and support implementation of principle-centered leadership processes throughout the command, and conduct organization development interventions to facilitate the transition to principle-centered leadership.

· Manage assigned Command-wide leadership and workforce career management programs, including the Commander’s Development Program (NAVSEA’s executive development program), NAVSEA Institute, and implementation of the Defense Acquisition Workforce Improvement Act (DAWIA) mandated programs.
· Manage the NAVSEA Corporate Leader Training Program in HQ/PEO organizations, and advise on delivery of the Program to field activities.

· Support the development and implementation of workforce career management processes in major corporate career fields.

· Support the development and implementation of command leadership development and education programs throughout the corporation.

· Develop and provide competency management tools for critical workforce communities as a means of assuring the highest workforce performance capability. 
· Manage implementation of DAWIA requirements throughout the command.

· Establish and manage the acquisition reform-focused continuous learning curriculum (Continuous Learning Program) for HQ/PEO/Field Activities.

· Administer NAVSEA specific training programs and course development.

· Provide Command-wide Human Capital advisory, planning, guidance, and consultative services designed to integrate Human Capital strategies with the NAVSEA mission, vision, core values, goals, and objectives.

We advocate:  

· the use of planned learning and development initiatives to increase employee performance and satisfaction;

· the participation of members of underrepresented groups in developmental opportunities as significant in accomplishing diversity staffing goals; and,

· the introduction of information technology (software applications for planning and managing training, e-learning, and knowledge management) to increase learning productivity.  



The NAVSEA Acquisition Workforce Career Development Program
With over 14,600 military and civilian members, NAVSEA is a major participant in the DON Acquisition Workforce Career Development Program, which provides resources to enable workforce members to achieve required career field certification, membership in the Navy’s Acquisition Professional Community, attend continuous learning courses to stay up to date in their career field and participate in conferences, seminars and workshops to enhance professional competencies. In addition, through the DON Acquisition Intern Program, the program provides the resources for recruiting, hiring, and developing entry-level personnel to build a stronger acquisition workforce in the future. 

Membership in the NAVSEA acquisition workforce is based on an individual’s position designation. Positions in systems planning, research, development and engineering, test and evaluation, program management, production and quality, contracting, logistics, business/financial management, purchasing, property management, and information technology management are designated. With that designation the incumbent becomes a member of the workforce in the career field of the position designation.  Each career field has a set of experience, training and in some case education requirements which must be completed in order to achieve career field certification. For members at the GS 13/O-4 and equivalent levels there is also an opportunity to become a member of the Acquisition Professional Community with a separate set of entrance requirements and providing enhanced competitiveness for higher level acquisition positions. 

The NAVSEA Acquisition Workforce Career Development Program
After career field certification is achieved, the DON Continuous Learning Program provides training and other learning opportunities to meet Continuous Learning requirements.  

To learn more about the Navy’s Acquisition Workforce Career Development Program, please go to the Navy Acquisition Workforce Program web site, http://dacm.secnav.navy.mil. In the Headquarters/PEOs your organization’s training coordinator and in field activities the organization’s acquisition workforce career manager can help with specific processes. The Command acquisition workforce career program managers are Alex Lathers and Gary Guzman (SEA 108)..

Command Leader Program and Foundations of Leadership

The NAVSEA Command Leader Program (CLP) is designed for newly selected and experienced supervisors and managers who want to develop the necessary skills and abilities to think strategically, influence others, introduce change to enhance the long-term health and well-being of the organization, and to make sure that tactical moves support those choices.  CLP helps supervisors and managers gain a better understanding of the complexity of leadership as it relates to themselves, their teams, and their organization.  The program consists of five foundational courses: “Impact Leadership Workshop,” “Managing Human Resource Issues,” “Fostering an Interdependent Workforce,” “Brand You Inspired Performance,” and “Emotional Intelligence in the Workplace.”  Some of the special features of the CLP are completing the 360-degree leadership feedback assessment, participating in an executive coaching relationship and action learning teams at the conclusion of the Impact Leadership Workshop.

Foundations for Leadership has been designed for individuals aspiring to become a team leader or a first-line supervisor.  It is a pre-supervisory program that covers the development process and how to direct one’s personal growth, leadership, the role of an NAVSEA leader, leading teams, creating customer focus, developing people, personal coaching/mentoring, and various self-assessment exercises.  This seven-day program is organized in a modular fashion that spans four (4) months in which program participants will work individually, in teams and with their sponsor (immediate supervisor).  

Commander’s Development Program

The Commander's Development Program (CDP), established in May of 1980 as part of the Naval Sea Systems Command's overall career development strategy, is designed to develop Command personnel to occupy key NAVSEA positions.  More specifically, the goal of the CDP is to improve Command mission success by increasing the effectiveness of a select group of NAVSEA professionals who will feed into key management positions throughout NAVSEA.  CDP is an opportunity for NAVSEA employees to expand their careers and increase their responsibilities in execution of the NAVSEA mission.  Normally eight to ten employees are selected each year.

Participants in this program should have successfully completed supervisory or pre-supervisory development, demonstrated dedication and professionalism, and aspire to senior, highly responsible and challenging managerial positions.  By developing those individuals who have demonstrated a high potential for success as managers, NAVSEA will be assured of a continuous source of high caliber candidates to fill the Command's key management positions. 

Upon completion of the program, members move into critical positions within the Command and associated activities.  Some of the positions that have been held by CDP graduates within DON and NAVSEA are: Deputy Assistant Secretary of the Navy (Ships); Deputy Program Executive Officer for Aircraft Carriers; Director, Cost Engineering and Industrial Analysis; NAVSEA Chief Information Officer; Program Manager, Submarine Depot Availability Program Office; Deputy Program Executive Officer Information Technology for Enterprise Solutions; Director of Technical Operations, Naval Surface Warfare Center; and Technical Director, Fleet Technical Support Center, Atlantic.  To date 14, CDP graduates have achieved Senior Executive Service status.

Leadership Coaching

Coaching is for supervisors and managers who can see a gap between their current level of performance, relationship or quality of life, and the level they could attain by breaking through their own barriers. The coach expects the supervisor to be prepared to act very quickly and make major changes in all areas of his life. 

Working with a coach, the supervisor can produce greater results, much more quickly than he/she could have done alone.  By participating in the coaching process, the benefits can be:
· More energy to act on what he/she wants to achieve.

· Gain confidence in his/her own ability, and one’s own direction.

· Better quality of life, more balanced and freed up from one’s own barriers.

Relationships with others.

Format

· A custom assessment package that includes personality and style surveys, 360-degree feedback instruments and telephone interviews with selected work colleagues.
· In-person feedback and goal-setting sessions. 
· Ongoing coaching by telephone, in-person, or both. 
· On-site observations – shadowing – can be included in the assessment or coaching phase. 
· Customized reassessment of progress towards goals.
For further information, contact either Nancy Doody or Chaprella Collins (SEA 1081) at (202) 781-3142.

Human Capital Investment Seminar Series

Human Capital Investment Seminar Series consists of a series of four 4-hour seminars focusing on new skills and tools to allow supervisors and managers to effectively and efficiently meet management challenges at NAVSEA.  The 2002-2003 seminar series consist of:

“Weird Ideas That Work”

Robert Sutton

13 November 2002

“Beyond the Walls of Resistance”

Rick Maurer

To Be Announced

“FISH! A Remarkable Way to Boost Moral and 

Improve Results”

Harry Paul

  19 February 2003

“DreamMakers: Putting Visions and Values to Work”

      Michele Hunt

       TBA May 2003

For further information, contact Chaprella Collins at (202) 781-3142.

Education Programs

Many NAVSEA employees pursue graduate education to advance their learning and career opportunities.  Employees wishing to do so should discuss graduate school attendance with their supervisors and, if approved, then pursue PEO/Directorate funding.  Courses are generally funded on an after hours basis.

Over the years, the programs listed below have proven quite successful for NAVSEA employees.

Johns Hopkins University Systems Engineering (SE) Graduate Level Program

 (A curriculum designed with NAVSEA in mind)

Students are able to earn a Graduate certificate in SE, consisting of 6 courses, or a Master's degree, consisting of 8 courses and two approved electives, offered at Crystal City.

Florida Institute of Technology (FIT) MBA and Certificate Programs

FIT has a strategic partnership with the Defense Acquisition University.  This Institute's graduate programs are:  Master of Business Administration or Master of Science in: Acquisition and Contract Management, Materiel Acquisition Management, Project Management, Logistics Management and Graduate certificates in Contracting and Logistics.

Education Programs
University of Virginia Executive Masters in Systems Engineering (A Weekend program)

Classes meet on Fridays and Saturdays every other week during the academic year. One can complete the program in just 20 months - and continue to work full-time. Full-time faculty from the School of Engineering and Applied Science and the Darden School of Business Administration teach all courses.

Joint Defense Focused MBA by The Naval Postgraduate School and the University of Maryland

(A Weekend program scheduled to begin Sep 2003)

The defense-focused Weekend MBA is designed for DoD civilians and military personnel who plan to further their careers within the US Government and is presented in a combination of various distance-learning techniques so no travel is required. This 33-month program offers courses at the Ronald Reagan Building in Washington, D.C.

The Naval War College

(Seminar and Graduate degree Non Resident programs)

The Naval War College bases its Seminar program on three core courses (Strategy and Policy, National Security Decision Making and Joint Maritime Operations). These courses are, also, offered through Distance Education.  The College has announced a new program to include the Non-Resident Seminar Graduate Program in the Washington, DC area. Under this program, students who apply and are accepted can earn the Master of Arts in National Security and Strategic Studies degree.

Education Programs

The Catholic University of America (CUA)

(Graduate Courses in Engineering Management)

The five graduate courses offered by the CUA are a part of the Engineering Management curriculum that has well served the complex needs and interests of Navy military and civilian professionals. These five courses allow students to earn a Graduate Certificate or a Master's degree when they complete 10 courses. Based on a strategic partnership with the Defense Acquisition University (DAU), three accredited graduate courses may be transferred from DAU, if applicable, to the Engineering Management degree.

These programs are announced by SEA 108 prior to the convening of each new session/semester.  To learn more about education program opportunities and counseling services, contact SEA 108 on (202) 781-3192.

Aspiring Leader Program

Length: 6 months  



    Audience: GS 5-7

The Aspiring Leader Program prepares employees for positions as team leaders, supervisors, and managers. The program strengthens basic competencies in managerial skills such as: 

· Problem Solving and Interpersonal Skills

· Leadership Skills 

· Oral and Written Communication

· Self-Direction 

· Flexibility 

· Customer Service 

· Decisiveness 

· Technical Competence

To complete the minimum requirements of the Aspiring Leader Program, each participant may be expected to be away from his or 

Executive Programs
her position of record for a minimum of eight weeks over the course of the program attending core learning sessions and completing rotational assignments.

Program Web Site: 

http://www.grad.usda.gov/programs_services/lda/alp.cfm  
Executive Leadership Development Program

Length: 10 months                                                   Audience: GS 12/13

The Executive Leadership Development Program (ELDP) provides participants with an extensive exposure to the roles and missions of DoD.  In addition, ELDP provides participants with an increased understanding and appreciation of today's warfighters. Warfighters 

speak of being at the “tip of the spear” and ELDP provides experiences that will give participants a greater understanding of what it is like being at the tip of the spear. In addition to seminars in Washington, D.C. where experts in defense, foreign affairs and politics address ELDP classes, participants have intensive "hands-on" field experience at military installations around the country as well as overseas.

Employees will normally remain in their current positions except for about 60 days spread throughout the year when they participate in residential portions of the program. 
Program Web Site: 

http://www.cpms.osd.mil/eldp/index.html


Executive Programs
Executive Potential Program

Length: 12 months                                                  Audience: GS 13-15
The Executive Potential Program (EEP) design is based on the Office of Personnel Management's Executive Core Qualifications (ECQs) and The USDA Graduate School's Leadership Effectiveness Framework (LEF) models for effective leadership performance.  The Executive Potential Program can help you acquire or enhance the competencies needed to become a successful federal leader by providing a forum for new and challenging experiences that will lead to leadership growth toward senior positions. The core curriculum consists of four one-week intensive residential seminars. In addition to the LEF competencies, these seminars cover the OPM ECQs; Leading Change, Leading People, Managing for Results Building Coalitions/Communications, Benchmarking, Balancing Personal and Professional Demands, Conflict Management, and Simulation Exercises.  Formal sessions and informal discussions continue into the evening.  Each participant selects a SES member as a mentor.

To complete the minimum requirements of the Executive Potential Program, each participant may be expected to be away from his or her position of record for a minimum of six months over the course of the program. 

Program Web Site: 

http://www.grad.usda.gov/programs_services/lda/epr.cfm#menu    
Leadership Development Program

Length: One week                                                   Audience: GS 13-15
The Leadership Development Program is designed to increase self-awareness and improve leadership skills in a variety of situations.  Through the program, participants explore three critical questions: How do my co-workers perceive me as an individual? Who am I in relation to the work groups in which I am involved? Who am I in 

Executive Programs
relation to my organization?  They will acquire a better understanding of their strengths and weaknesses, improve their ability to give and receive constructive feedback, and assess and develop a leadership style and its effectiveness.  They will see the connection between their individual impact and effectiveness and that of their work group and organization and leave the program with a plan for transferring their new skills into actual practice. 

Special Features:  Blends coaching, change management training activity-based learning and individual feedback to help participants develop their capacity for total leadership.  Post-program feedback regarding behavior change is an integrated part of the program experience for continued learning over time. 

Program Web Site: http://www.umuc.edu/prog/nli/ldp.html
Masters in Public Affairs

Length: 3 years (8 1-week courses)          Audience: NAVSEA employee will receive a NAVSEA Public Management Certificate program upon completion.

The Masters in Public Affairs, part of the NAVSEA Executive Education Program, is a 48 credit hour professional course of study that provides the knowledge and experience necessary to operate and manage public agencies and nonprofit organizations.  The interdisciplinary courses familiarize the student with the multifaceted nature of public management.  This encourages students to apply a variety of approaches to critical social, political, environmental, and administrative problems. The five PMC courses apply toward the 48-hour requirement.

Prerequisite: Must have completed the NAVSEA Public Management Certificate. (See next page)

Executive Programs
New Leader Program

Length:  Six months with a 60-day work absence       Audience: GS 7-11
The New Leader Program is designed to prepare future leaders by developing skills necessary for federal workers to be effective in this rapidly changing federal environment.  The program focuses on these competencies: leadership, teaming, customer service, self‑direction, flexibility, interpersonal skills, conflict management, decisiveness, written communication, oral communication and working effectively in a diverse workforce.  

Program Web Site: http://grad.usda.gov/programs_services/lda/nlp.cfm  

Public Management Certificate

Length: One year with five week work absence  Audience: GS 12-15 and  





O3 through 07 and E7 and above.

The Public Management Certificate (PMC) program is a 15 credit hour program of study in public management conducted by Indiana University School of Public and Environmental Affairs (SPEA).  The program is particularly beneficial to employees in the public sector who are transitioning from professional or technical roles to managerial roles.  Upon completion, the student receives a certificate in public management. The goals of this program are to:

· Enhance managerial competencies and leadership and strategic decision-making skills of personnel through graduate level education.

· Promote networking and teaming among activities.

· Foster Command identity and culture
Executive Programs
The program consists of five one week long graduate level courses conducted over the course of a calendar year.  The first four courses are standard academic courses that include group projects often requiring the group to work together in the evening during the residential portion.  Each course requires preparation in advance and distance learning projects following the course.  The distance learning may consist of exams, papers or group projects.  The fifth course is the capstone course where students are exposed to key leaders and senior officials who discuss with them their vision of defense policy in the 21st century. 

Prerequisite: Baccalaureate degree from an accredited institution.

Executive Development Seminar: Leading Change

Length: Two weeks             

Audience: GS14s and above
The Executive Development Seminar: Leading Change focuses on the competencies needed for senior managers and leaders to succeed in today's continuously changing Federal environment. Special attention is given to identifying and meeting the often-conflicting needs of internal and external stakeholders.  At the completion of the course, students should be equipped to: apply vision and strategic thinking, with a focus on outcomes and results; analyze the financial aspect of business processes; assess the impact of emerging national issues; appreciate the influence of Congress and the White House on Federal programs and services; understand how public policy is formulated and implemented; develop corporate responsibility and demonstrate a commitment to public service; build partnerships and alliances; be proactive and achievement oriented in decision processes; communicate effectively with stakeholders; facilitate the exchange of ideas and foster an atmosphere of open communication.

Program Web Site: http://www.leadership.opm.gov/wmdc.html 

Executive Programs

Leadership for a Democratic Society

Length: Four-week residential                            Audience: SES members
The Leadership for a Democratic Society emphasizes a performance-based approach to individual development and leadership in the federal context.  All five of the SES Executive Core Qualifications are addressed.  More detailed and useful information is available at the web site.  

The Applied Learning Program provides the same program components but offers a unique opportunity for executives who cannot leave their organizations for four weeks at a time.  The first two weeks focus on the personal leadership theme.  Then the participants apply those skills in an Executive Learning Project while “back home.”  The second two-week session draws lessons from the Executive Learning Project and focuses on the organizational leadership theme.  During this period, participants use the results of an assessment completed by members of their organizations to develop improvement strategies. 
Program Web Site: http://www.leadership.opm.gov/fei.html 

Executive Leadership Program

Length: 12 months
                      Audience: GS 11-13 little or no   

                                                                           supervisory experience
The Executive Leadership Program (ELP) provides residential training, developmental work experiences, needs assessment and career planning, which gives participants the skills, experience and exposure to move into positions of more responsibility.

Program Web Site: http://grad.usda.gov/programs_services/lda/welp.cfm 

Executive Programs
Senior Executive Development Program

Length:  Five weeks or two weeks.               Audience:  GS 14 and above

The Senior Executive Development Program's curriculum is shaped by OPM's latest Executive Core Qualifications for SES candidates.  The approach balances theory and practice to help develop a leadership philosophy that reflects the real-world challenges of today's federal executive.  The program highlights leading edge, private sector best practices as well as public management issues.  Participants will be encouraged to systematically develop the skills, abilities, knowledge, and personal qualities vital to effective executive leadership.  SED is not an OPM approved executive development program.  

Program Web Site: www.gwu.edu/~ced/traditional.html 

Defense Leadership and Management Program

Length: Six years to complete program                     Audience: GS13-15

The goal of the Defense Leadership and Management Program is to develop civilian leaders ready to assume broader responsibility who clearly understand DoD’s national security mission, strengthen trust and communication among senior military and civilian leaders and provide a shared understanding and sense of mission among both civilian and military personnel. This is a program comprised of graduate level courses, a rotational assignment, training courses and three or ten months of professional military education (PME) at a Senior Service School with an emphasis on national security decision‑making.  Department of Defense funding will be provided for the training, the graduate courses and TDY and per diem associated with program participation with the exception of TDY/per diem for rotational assignments. DoD funding is also available to defray part of the cost of backfills, as appropriate, while participants are on a rotational assignment or attending a ten-month PME program.

Program Web Site: http://www.cpms.osd.mil/dlamp/
Mandatory Training for NAVSEA Workforce

New Employees

NAVSEA New Employee Orientation shall be provided to all newly appointed employees and new military personnel.  This orientation training is intended to develop an understanding of the NAVSEA environment, and to acquaint personnel with the overall organization and its culture.  To learn more about the orientation program, contact Anita Smoot at (202) 781-3188.

Newly Selected Supervisors and Team Leaders

Each new supervisor will receive 24 – 40 hours of leadership training within six months of assignment (40 hours being the goal), and each experienced supervisor will receive eight hours of leadership training each year. (NAVSEAINST 12410.4A, 29 Jan 98).  To obtain further information on NAVEA’s leadership program, contact Chaprella Collins at (202) 781-3241.  

Executives, Managers, and Supervisors

NAVSEA is required to systematically develop executives, managers, supervisors, and candidates for these positions (5 C.F.R.  Part 412).  NAVSEA Senior Executive Service members will receive 120 hours of leadership training every five years (NAVSEAINST 12410.4A, 29 Jan 98).  To learn more about executive learning opportunities, contact Ron Rothberg at (202) 781-3185.

Acquisition Workforce

Members are required to complete one or more career field specific courses to meet a portion of the requirements to achieve primary career field certification.  Subsequent to achieving career field certification a member must acquire and record 80 continuous learning points every two years (may soon change to 40 points each year). Points can be gained through formal training in leadership, career foundation, career field areas, professional association activities and other means.  Finally, APC membership, available only 

Mandatory Training for NAVSEA Workforce

to career level III members, requires 12 or 24 academic credit hours of business discipline courses (DoD Directive 5000.52, 25 Oct 91).  All entries in this catalog (unless noted) count toward continuous learning points.

Contracting Officer Representatives

Contracting Officer Representatives (CORs) must receive training before being assigned as representatives.  Experienced CORs must complete a refresher course every three years (NAVSEAINST 4200.17B, 11 Sep 96).  

Equal Employment Opportunity

Naval activities are to establish a continuing EEO educational program (including training in the prevention of sexual harassment) for civilian and military personnel who supervise civilian employees) (DoD Directive 1440.1, 21 May 87).   
Prevention of Sexual Harassment

All employees, both supervisory and non-supervisory, are required to receive prevention of sexual harassment training within 90 days of beginning employment with the Navy and annually thereafter (SECNAVINST 5300.26C, 17 Oct 97).  

Ethics 

Ethics training is required for each new employee (5 C.F.R. §2638.703).  In addition, annual ethics training for employees who are required to file public financial disclosure reports (5 C.F.R. §2638.704).  The NAVSEA Office of Counsel coordinates ethics training for NAVSEA employees.  For 2002, the DoD created on-line annual ethics training (AET) will be used.  The DoD AET allows employees to complete training either in the office or at home.  Employees who are required to file the OGE 450 form or the SF 278 
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form must take this training.  The AET should be completed by 15 November 2002.  If an employee is not required to file either the OGE 450 form or the SF 278 form, they may still take the training, but are not required to do so.  The training program can be found at www.defenselink.mil/dodgc/defense_ethics/2002ethics_training/.  Ethics counselors at NAVSEA Headquarters are Ms. Nanette Oppenheimer (202) 781-3093 and Ms. Dale Birdoff (202) 781-3030, both with the NAVSEA Office of Counsel.  Questions on ethics and ethics training should be directed to them.

Government-wide Commercial Purchase Card Program

DON Purchase Card Holders and Approving Officials (AOs) are to receive initial training and biannual refresher training (NAVSUPINST 4200.94, 29 Jun 99).  Courses are available online at http://206.39.201.196/our_team/hq/org/02/purchase_card/index.jsp – the Navy Purchase Card website. In addition, annual ethics training is required for all cardholders and AOs, and new cardholders must complete the purchase card training module found at http://clc.dau.mil/kc/no_logon/portal.asp  -- the Defense Acquisition University website.  

Security Education and Awareness

Annual security refresher training in security policies and procedures is required for all personnel (SECNAVINST 5510.30A, 10 Mar 99).  This training is available on-line at https://wbt.navsea.navy.mil/security_train/default.htm  -- the NAVSEA Intranet site.  If you have any questions or comments concerning this training, please contact Ms. Sherrie E. Miller of the NAVSEA Security Office at (202) 781-2441. 

Mandatory Training for NAVSEA Workforce

Small and Disadvantaged Business Utilization Training Program

Contracting and program management personnel (program acquisition personnel who are required to submit the OGE 450 or SF 278 are required to receive annual small business program training (NAVSEA Executive Director ltr, SER 00K/007, 12 Jun 02).  This year, the “Small Business Program and Required Sources” course is available online at http://smallbusiness.nfact.nav.mil/ --the Naval Facilities Acquisition Center website. 

Virtual E-Learning

Laboratory: From Binders to Browsers
NAVSEA Virtual Learning Laboratory is an individualized online learning tool accessible at anytime via a simple Internet connection.  The NAVSEA e-Learning library includes over 2,000 IT and business and professional development courses on topics ranging from strategic business planning to Microsoft Office 2000 to emotional intelligence.   The course work approach to learning emphasizes learning by doing.  Real-world situations and interactions are incorporated into the learning experience, calling on scenarios and simulations relevant to achieving actual objectives.

The e-Learning architecture maximizes learning flexibility, efficiency, and productivity through modular learning.  Modules, often referred to as learning objects, are small “bite size” chunks of learning – typically 5 to 7 minutes in length for IT and desktop content, and 30 minutes in length for business skills content.  The learning objects enables the learner to access as much or as little learning content as they need, so time is never wasted learning what they already know. Learning can be easily fit into busy work schedules and accessed the moment an individual encounters a new on-the-job goal or challenge.

To experience NAVSEA Virtual Learning Lab at home or in the office, simply log onto https://www.xtremelearning.com and register as a “New User.” The registration ID is conavsea and the password is freedom. The “Current User Login” screen is NAVSEA in all CAPS, the User name  is  employee’s NAVSEA email name, (i.e. Smithmj for Mary Jane Smith) and a self-selected password.

Other features available include the Community Center, Learning Assessment, and Search and Select.  For further information, contact Ann Greer at  (202) 781-0608 or Chaprella Collins at  (202) 781-3142.

Registration Procedures 

Submitting Registration Requests

A completed Training Request Form 12410/7 must be submitted for each requested training course and forwarded to your Directorate Training Coordinator prior to the “registration deadline” date.  The Directorate/PEO Training Coordinator is responsible for coordinating nomination with the Command Learning and Development Division.

Notification

An e-mail notification will be sent to each employee upon confirmation of course enrollment or if the course has been cancelled and/or rescheduled 

Substitution  

It is the responsibility of the employee to notify their Training Coordinator if they are unable to attend a course for which they have received attendance confirmation.  The Training Coordinator should attempt to find a substitute from within their own Directorate/PEO or, if none is available, from another Directorate/PEO. The Training Coordinator will send an e-mail message requesting the substitution to the appropriate Command Learning and Development Division program manager. The e-mail should contain employee name, SSN, organizational code, the course title and course date for the original and substitute employee. The Corporate Learning and Development program manager will make the appropriate change to the Ingenium database and forward confirmation e-mails to all parties involved. Substitutions will be accepted up to the course start date unless pre-work material is required for the class. 


Cancellation

Once enrollment has been confirmed in a scheduled course, an individual cannot cancel without the Directorate/PEO incurring the tuition cost. Cancellations and substitutions must be arranged and confirmed through the employee's Training Coordinator. 

Corporate Learning and Development Human Capital Consultants 

NAVSEA Acquisition Workforce Career Development Program

Alex Lathers 




(202) 781-3162 

Gary Guzman 




(202) 781-3152
DAWIA Tuition Assistance (AWTAP)

Pam Hodges




(202) 781-3157

DAWIA Continuous Learning 

Gary Guzman 




(202) 781-3152

DAWIA Coordinator

Carol LaVallee 




(202) 781-0701


Commander’s Development Program

Ron Rothberg 




(202) 781-3185

Executive Programs

Ron Rothberg 




(202) 781-3185

Command Leader for Program 

Chaprella Collins 



(202) 781-3142

Leadership Development Program

Chaprella Collins 



(202) 781-3142

Foundations of Leadership 
Ann Greer 




(202) 781-0608

Educational Programs

Sharah Horton 




(202) 781-1966

Seven Habits of Highly Effective People and Renewal Program

Ann Greer 




(202) 781-0608

NAVSEA Virtual E-Learning and Learning Stations

Ann Greer 




(202) 781-0608

NAVSEA New Employee Orientation

Anita Smoot




 (202) 781-3188

Human Capital Investment Seminar Series
Chaprella Collins 



(202) 781-3142

Human Performance Improvement and Principle Centered Leadership

Nancy Doody 




(202) 781-3231


Budget Analysis Program

Diane Yates 




(202) 781-0956

Career Foundation Program

Ann Greer 




(202) 781-0608

Management and Program Analysis

Anita Smoot 




(202) 781-3188

Command Learning and Development Business Manager

Jennifer Shields 




(202) 781-3973

Classroom Scheduling

John Downs 




(202) 781-3149





Career Assessment Tool 

180 Degree Competency Evaluation 

The NAVSEA Career Foundational and Command Leadership Development Competency Self-Assessment is a guide in better understanding the critical elements of leadership by assessing one’s own strengths and weaknesses in each of the four core competencies defined within the NAVSEA leadership framework.  Completing the self-assessment will provide a level of clarity of what competencies are important in a leadership position and learn which of these are your strengths and which need development, so you can make the best choices for improvement.  

Completing the self-assessment involves two action steps:

Step 1

· Identify the competencies you think are important for future success in the job.

Step 2

· Assess your leadership competency level on the job.

Assess Yourself

1. Assess yourself in each competency area by circling the appropriate number under “Current Level of Competence.”  Use the following definitions to help you rate how competently you perform each relevant behavior as follows:


1

2   
           3
                        4
           
        5

Not

Under
      Competent
Very Strong
Outstanding

Developed
Developed

2. To complete the “Future Importance” column, cover up your “Current Level of Competence” answers and rate on a scale of 1 to 4 how important you think this competency is for your future success/needs in your leadership position.  This assessment should be completely independent of which competencies you think you already have or don’t have.  Here is what the numbers correspond to:



1

         2


3

   4


Summary of Individual Assessment Results

Based on your self-assessment for each competency, plot each competency’s position on the graph below.   Draw a dot and the number of the competency in the appropriate place on the chart.  

Once you have plotted all 25 competencies, those competencies that fell within the shaded area are those that are important for future leadership success and may require a degree of development.  In particular, the closer the competency is to the lower right corner of the graph, the more immediate the developmental need.

Based on the information gathered, the next step is to determine professional development priorities and goals and identify learning strategies for developing those competencies that appear within the shaded area.  There are many ways to acquire new competencies and the guide can be a valuable resource in doing so.  Some possible ways are formal classroom training, e-learning, reading books, listening to audiotapes, networking, and so on.  

The final step is to formalize your priorities/objectives by creating an Individual Leadership Development Plan.



	
Career Foundational assessment
	Current

 Level of Competence
	Future Importance

How important is this competency for future success?

	

Communication Factor
	Not

Developed
	Under-developed
	Competent
	Very

 Strong
	Outstanding
	Not 

Important
	Some

what
	Important
	Very Important


The ability to communicate effectively by demonstrating both active listening and an ability to express oneself clearly, concisely and effectively.  It also involves the ability to recognize and utilize communication channels/networks to achieve performance goals and to enhance communication up, down and across the organization.

	Command Communication Channel – Understands how communication moves through NAVSEA and one’s own organization by various channels, networks, and alliances; builds such channels, networks, and alliances to achieve individual and organizational performance goals.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Listens to Others - Demonstrates a genuine interest and empathy when listening to others; actively solicits, clarifies and understands verbal and non-verbal messages; listens well in a group.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Speak Effectively with Influence - Expresses oneself clearly, concisely, and effectively; organizes information and delivers it accurately, concisely and easy to understand manner to individuals and groups from diverse backgrounds; prepares and delivers clear, well-organized presentations; professional delivery style; and creates high-impact visual aids.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Foster Open Communication - Interacts with individuals openly and directly; expresses reactions and opinions without intimidating others; proactively shares timely information and updates with colleagues, leadership, and customers.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Written Correspondence - Develops a professional, organized, clear style aligned with the basic rules of grammar; prepares written materials in a timely and efficient way.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Interpersonal Relationship Factor
	
	
	
	
	
	
	
	
	


The ability to develop and sustain more and better working relationships by building/maintaining understanding, mutual trust and respect, and meaningful cooperation to achieve individual and organizational goals.

	Manages Conflict - Anticipates potential conflicts and works proactively to defuse them; in conflict situations is thorough in gathering various perspectives and objectives of the parties involved; works for win-win solutions.
	

1
	2
	3
	4
	5
	1
	2
	3
	4

	Values Diversity – Respects, appreciates, and values the differences between team members; seeks to understand the views of others; sees differences in people as opportunities for learning about and approaching things differently.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Build Organizational Relationships - Relates to others in an open, friendly, accepting, and respectful manner; develops and maintains effective working relationships with managers, peers, and customers; identifies and cultivates relationships with key colleagues and stakeholders in others parts of the organization; and, demonstrates style flexibility when relating to a variety of people and situations.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Teamwork - Seeks and initiates opportunities to work collaboratively with others internal and/or external to the organization; solicits and provides feedback in a manner that reinforces or elicits desirable behavior; provides negative feedback in a constructive manner; considers and responds effectively to the needs, feelings, and capabilities of others; listens effectively and actively to solicit, clarify, and understands others verbal and non-verbal messages.
	1
	2
	3
	4
	5
	1
	2
	3
	4


	Career Foundational assessment
	Current

 Level of Competence
	Future Importance

How important is this competency for future success?

	NAVSEA and Its Organization


	Not

Developed
	Under-developed
	Competent
	Very

 Strong
	Outstanding
	Not 

Important
	Some

what
	Important
	Very Important


Understanding NAVSEA’s vision, mission, goals, and strategies and viewing the Command as dynamic, political, economic, and social systems that have multiple goals; using this larger perspective as a framework for understanding and influencing events and changes.

	Customer and Stakeholders - Understands the needs and expectations of both internal and external customers and the extent to which these needs and expectations are satisfied.  Balances interests of a variety of customer/stakeholders; readily adjusts priorities to respond to pressing and changing demands.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Results Oriented - Maintains a clear focus on the critical things; demonstrates sense of urgency for achieving individual and organizational goals; exudes willingness, confidence and energy to take on new assignments and achieve results.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	NAVSEA Awareness and Understanding - Understands the vision, strategy, goals, and culture of NAVSEA and its field activities; linking individual performance goals to organizational goals; seeing NAVSEA as dynamic, political, economic, and social systems that have multiple goals; using this larger perspective framework for understanding and influencing events and change.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Joint Service Perspective - Understands the vision, mission and structure of DON; recognizes and articulates how NAVSEA ‘s mission, goals, and objectives fit into the entire DON; understands and maintains currency on the support roles and missions of all the military departments and defense agencies and their contributions to the success of DOD overall.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Business Acumen - Demonstrates awareness of the inner workings of NAVSEA functions and how business decisions affect financial or non-financial program/work results.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Principled Leadership Factor


	
	
	
	
	
	
	
	
	


Described as possessing character and technical competence to such a degree that others want to work with, be inspired by, and are willing to follow/collaborate with you.  Principled individuals are values-driven, trustworthy, and behave consistently in an ethical manner, following through and delivering on commitments.  They seek feedback from others, learn from mistakes and seek out new information and ways of doing things.
	Inspire Trust – Demonstrates principled leadership and sound business ethics; shows consistency among principles, values, and behavior; gains the confidence and trust of others though their own authenticity and follow-through on commitments
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Navy Core Values - Demonstrates high standards of honor, courage, commitment including honesty, integrity, and trust in daily interactions with peers, leadership, and critical customers/stakeholders; takes responsibility for results of one’s decisions and possesses the courage to admit to a wrong decision.
	1
	2
	3
	4
	5
	1
	2
	3
	4


	Career Foundational assessment
	Current

 Level of Competence
	Future Importance

How important is this competency for future success?

	Principled Leadership Factor
	Not

Developed
	Under-developed
	Competent
	Very

 Strong
	Outstanding
	Not 

Important
	Some

what
	Important
	Very Important

	Maintain Production/Production Capability (P/PC Balance) - Achieves and maintains a wise and renewing balance between work and family and between personal and professional areas of life by developing a personal mission statement, aligned with the organization; define personal and professional roles/responsibilities; and, executes the six-step process to ensure P/PC balance.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Self-Management Factor


	
	
	
	
	
	
	
	
	


Means taking the time to reflect on one’s own behavior to ensure congruency with principled and ethical leadership. It also means valuing continuous learning and self-development.
	Adaptability - Works effectively in situations involving ambiguity, shifting priorities, and rapid change; demonstrates resilience and composure in trying circumstances; deals constructively with mistakes and setbacks; copes effectively with stress and pressure.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Career and Self-Direction - Conveys a clear sense of personal goals and values; manages time efficiently’ pursues continuous learning and self-development.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Mature Confidence - Realistically appraising own strengths and weaknesses; shares credit and visibility; maintains and projects confidence, even when not supported by others.


	1
	2
	3
	4
	5
	1
	2
	3
	4

	Analytical Factor
	
	
	
	
	
	
	
	
	


The ability to employ systemic a approach in problem/issue identification, gathers and analyzes critical information, determine root-cause (s) and make sound decisions.

	Risk Taking - Initiates smart risks based on careful assessment of costs and benefits; demonstrates willingness to be held accountable for consequences of actions taken.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Problem-Solving - Identifies and analyzes problems; distinguishes between relevant and irrelevant information to make logical decisions; and, provides business solutions to problems; uses qualitative and quantitative data and analytical tools in problem solving; uses understandable, informative methods for presenting data.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Decision Making - Exercises good judgment by making sound and well-informed decisions; perceives the impact and implications of decisions; makes effective and timely decisions, even when data is limited to solutions that produce unpleasant consequences; is proactive and achievement oriented.


	1
	2
	3
	4
	5
	1
	2
	3
	4


	Career Foundational assessment
	Current

 Level of Competence
	Future Importance

How important is this competency for future success?

	IT Management Factor


	Not

Developed
	Under-developed
	Competent
	Very

 Strong
	Outstanding
	Not 

Important
	Some

what
	Important
	Very Important


The ability to develop familiarity and skill in basic computer functions such as software applications, NAVSEA Internet and Intranet.  It also involves the ability to understand the implications of technology on communication and how to utilize information technology to maximize improvements to mission accomplishment.

	IT AS a Strategic Partner  - Understands how NAVSEA’s IT operates and resources available; demonstrates the ability to effectively utilize NAVSEA Intranet to gather information to complete job responsibilities.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Understand the Implications of Technology on Communication - Possesses an understanding of the advantages of various communication technologies within NAVSEA and selects the appropriate communication strategy to maximize business interactions.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Develop familiarity with Basic Computer Functions - Possesses an understanding of how to use a personal computer; recognize your own needs for computer skills; develops familiarity with software applications; awareness of technology language.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Emotional Intelligence (EI) Factor


	
	
	
	
	
	
	
	
	


Refers to how well one manages one’s self and handles professional relationships, how well one works on a team, and the ability to lead.  EI is the basis for personal qualities such as realistic self-confidence, personal integrity, knowledge of strengths and weaknesses, resilience in times of change or adversity, self-motivation, perseverance, and the knack for getting along well with others.
	Self-Awareness - Knowing one’s internal states, preferences, resources, and intuitions.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Self-Management - Managing one’s internal states, impulses, and resources to facilitate reaching goals.


	1
	2
	3
	4
	5
	1
	2
	3
	4

	Social Awareness - Awareness of others’ feelings, needs, and concerns.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Social Skills - Adept at inducing desirable responses in others.


	1


	2
	3
	4
	5
	1
	2
	3
	4


	
leadership assessment
	Current

 Level of Competence
	Future Importance

How important is this competency for future success?

	Lead Innovation and Change
	Not

Developed
	Under-developed
	Competent
	Very

 Strong
	Outstanding
	Not 

Important
	Some

what
	Important
	Very Important


The ability to develop and implement the Command/Directorate/PEO vision, integrating key program goals, priorities, guiding principles and other factors.  Inherent in it is the ability to change and continually strive to improve customer service and program performance, to create a work environment that encourages creative thinking and innovation, and to maintain focus, intensity and persistence, even under adversity.

	Creativity and INNOVATION - Develops new insights and apply innovative solutions to make organizational improvements; creates a work environment that encourages creative thinking; and design/implement new programs and processes.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Continual Learning - Applies the knowledge and skills needed to do the job, including technical competence and familiarity with policies and practices of NAVSEA and industry.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Resilience - Deals effectively with pressure; maintains focus and intensity and remain optimistic and persistent, even with adversity.  Maintains P/PC balance.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Managing Change - Challenges the status quo and champions new initiatives; acts as a catalyst of change and stimulate others to change; and manages implementation effectively.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Strategic Thinking - Formulates strategies consistent with business strategy of the organization; examine policy issues and strategic planning with a long-term perspective; determines objectives and sets priorities; and, anticipates.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Vision - Takes a long-term view and acts as a catalyst for organizational change; builds a shared vision with others; and influences others to translate that vision into action.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	
Lead People
	
	
	
	
	
	
	
	
	


The ability to design and implement strategies, which maximize employee potential and to foster high ethical standards in meeting the organization’s vision, mission, and guiding principles.

	Fosters Teamwork - Builds effective teams committed to organizational goals; facilitates interdependency among team members; and, develops leadership in members.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Coach and Develop Others - Assesses strengths and development needs of employees; provides timely, specific feedback and helpful coaching and mentoring.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Values Diversity - Fosters respect and appreciation for all employees; seeks to understand the views of others; sees differences in people as opportunities for learning about and approaching things differently.


	1
	2
	3
	4
	5
	1
	2
	3
	4

	Manages Conflict - Brings conflicts and disagreements into the open and resolves them collaboratively, and builds consensus.


	1
	2
	3
	4
	5
	1
	2
	3
	4

	leadership assessment
	Current

 Level of Competence
	Future Importance

How important is this competency for future success?

	Lead people
	Not

Developed
	Under-developed
	Competent
	Very

 Strong
	Outstanding
	Not 

Important
	Some

what
	Important
	Very Important

	Empowerment - Enables others to take responsibility; seeks the potential in others and helps them develop their abilities; and, ensures that employees feel a sense of accomplishment for their contributions.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Models the Way - Demonstrates principle-centered leadership and sound business ethics; shows consistency among principles, values, and behavior; and, builds trust with others through own authenticity and follow-through on commitments.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	
Build Coalitions and Communication
	
	
	
	
	
	
	
	
	


The ability to explain, advocate and express facts and ideas in a convincing manner and to create win-win partnerships with individuals and groups internally and externally.  It also involves the ability to develop an expansive professional network with other organizations and to identify the internal and external politics that impact the work of the organization.

	Listening to Others - Actively seeks to understand others; expresses one’s thoughts and feelings with purpose; tactful; is compassionate and sensitive, and treats others with respect.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Political Savvy - Identifies internal and external politics that impact the work of the organization.  Approaches problem situations with a clear perception of organizational and political reality; and recognizes the impact of alternative courses of action.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Win-Win Thinking - Brings diverse thinkers together to reach a third alternative. 
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Oral and Written Communication - Conveys information clearly and effectively; reviews and edits written work constructively.  Makes clear and convincing oral presentations to individuals or groups
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Interpersonal Communication -Creates an atmosphere in which timely and high quality information flows between self and others; encourages the open expression of ideas and opinions.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Orchestrate Results

	
	
	
	
	
	
	
	
	


The ability to make timely and effective decisions, to produce results through business planning, and to implement and evaluate programs and policies.  It stresses accountability and continuous improvement.

	Customer and Stakeholders - Understands the needs and expectations of both internal and external customers and the extent to which these needs and expectations are satisfied.  Balances interests of a variety of customer/ stakeholders; readily adjust priorities to respond to pressing and changing demands.


	1
	2
	3
	4
	5
	1
	2
	3
	4


	leadership assessment
	Current

 Level of Competence
	Future Importance

How important is this competency for future success?

	Orchestrate Results
	Not

Developed
	Under-developed
	Competent
	Very

 Strong
	Outstanding
	Not 

Important
	Some

what
	Important
	Very Important

	Decisiveness - Exercises good judgment by making sound and well-informed decisions; perceives the impact and implications of decisions; makes effective and timely decisions, even when data is limited to solutions that produce unpleasant consequences; is proactive and achievement oriented
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Accountability - Controls are developed and maintained to ensure the integrity of the organization; holds self and others accountable for job responsibilities; ensures projects within area(s) of specific responsibility are completed in a timely manner and within budget; monitors and evaluates plans; and, focuses on results and measuring attainment of outcomes.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Problem Solving - Identifies and analyze problems; distinguishes between relevant and irrelevant information to make logical decisions; and, provides solutions to individual and organizational problems.


	1
	2
	3
	4
	5
	1
	2
	3
	4

	
Develop Business Acumen
	
	
	
	
	
	
	
	
	


The ability to acquire and administer human, financial, material, and information resources in a manner which instills Command trust and accomplishes the organization’s mission, and to use new technology to enhance decision making.

	Human Resources Management - Assesses current and future staffing needs based on organizational goals and budget realities.  Ensures staff is appropriately and fairly selected, developed, utilized, appraised, and rewarded; takes corrective action when needed. 
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Financial Management - Demonstrates broad understanding of principles of financial management to ensure appropriate funding levels.  Prepares, justifies, and/or administers the budget; uses cost-benefit thinking to set priorities; monitors expenditures in support of programs and policies.  Identifies cost-effective approaches.
	1
	2
	3
	4
	5
	1
	2
	3
	4

	Contract Management - Manages procurement and contracting.


	1
	2
	3
	4
	5
	1
	2
	3
	4

	Information Management  - Applies efficient and cost effective approaches to integrate technology into the workplace and improve program effectiveness; develops strategies using new technology to enhance decision-making; and understands the impact of technological changes in the organization.


	1
	2
	3
	4
	5
	1
	2
	3
	4


 


The Command has established a community-based competency management strategy as the primary means of developing and maintaining the core competencies needed to meet mission requirements now and in the future.  Competency management is the systematic process of:

· forecasting the need for identified core competencies;

· planning the actions necessary to acquire and retain these competencies within the appropriate workforce community;

· executing the human capital actions (recruiting, training and education, rotational development, other) to acquire core competencies;

· monitoring and reporting the actions; and

· evaluating the results and effectiveness of the effort prior to the next forecasting cycle.

The primary players in the competency management process are the NAVSEA Community Leaders, who establish the core competencies for each community, approve the publication of career path templates (which relate core competencies to recommended training and development by which they are acquired); advise Command Business Group leaders on the level of resource effort needed to meet community core competency goals; monitor the progress toward the development and maintenance of core competencies within each community workforce; and recommend to COMNAVSEA the needed Command and DoN policies and actions to achieve long-term goals.

Core Competencies

Core competencies are skills, knowledge, and capabilities that set a particular community apart from others and without which the community could not accomplish its primary specific mission.  For example, within the Engineering community the skill and capability of performing system engineering on systems and systems of systems is a core competency.  Similarly, the contracting community lists 

negotiating complex technical contracts as a core competency.  In benchmark studies conducted by the National Academy of Public Administration for the Secretary of the Navy as part of the report “Civilian Workforce 2020:  Strategies for Modernizing Human Resources Management in the Department of the Navy,” investigators found in company after company that it is the ability to identify, forecast need for, and manage core competencies company-wide that produces an effective and strategically-aligned Human Capital program.

Competency Management Tools

Career Path Templates
Career path templates combine community-specific core competencies with Command-identified career foundation and leadership core competencies and link them to the learning activities by which the competencies are acquired.  The career path template is an important tool for assessing an individual employee’s need for training and other learning activities as part of the annual performance planning process.  The template is then used in developing an Individual Leadership Development Plan (ILDP) to acquire needed core competencies.  Other uses for career path templates include serving as:  a road map for entry-level personnel in developing long-term career goals; a means for employees considering a career transition to a different community to identify core competencies already achieved as well as those still needed; readiness for promotion; a basis for professional certification of those who have gained and performed the community’s core competencies; and a guide for mentors and protégés.

Assessment of Core Competencies

An assessment of core competency needs should be done annually during the performance planning process, at the eligibility point for consideration for a career ladder promotion for an employee with an 


acceptable performance appraisal, or at the time of assignment to a new position (initial appointment or other).  The employee should assess his/her level of proficiency in performing the full range of core competencies (career foundation, career field/community, and leadership) using the appropriate career path template.  The supervisor should review the employee’s assessment and, with the employee, arrive at a supervisor/employee consensus on requirements and priorities for enhancing proficiency levels. 

Individual Leadership Development Plan

With consensus (or supervisor judgment if a consensus is not reached), the employee uses the results, identified mandatory training requirements and any additional requirements, provided by the supervisor, to develop a draft ILDP, again using the career path template to match competency proficiency needs with recommended learning activities.  The supervisor and employee then discuss the plan and set a schedule for desired training/development activities in conjunction with work unit business plan deadlines and other employee ILDP schedules.  The signed plan is submitted by the supervisor via the chain of command to the directorate/PEO level for funding consideration as part of the organization’s Workforce Development Plan. 

Workforce Development Plan

The Workforce Development Plan (WDP) is developed from:  (1) priority 1 and 2 needs identified from the ILDP; (2) actual or projected mandatory training requirements; and (3) a reserve for anticipated requirements arising during the year.  Employee self-development tuition subsidy requests are included as a separate funding need, to be funded only after priority 1 and 2 requirements are accommodated.  The WDP with a tuition subsidy requests summary is submitted to the HQ/PEO Workforce Development Board, composed of community leaders, for review.  The Board will identify funding requirements for Command-sponsored programs, internal short training courses, and 

the funding level for central tuition subsidy to support employee self-development efforts.  The final result is the annual fiscal year HQ/PEO WD Plan.

Competency Management Execution

The annual HQ/PEO WD Plan is executed by supervisors and employees through processes established by the Command Learning and Development Center and described elsewhere in the Resource Guide.
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Overview

The ILDP will be used by NAVSEA managers, supervisors, and employees to plan the means of acquiring the necessary competencies to meet organizational objectives, civilian leadership development objectives (including required new supervisor competencies), and career path competencies (including DAWIA and upward mobility requirements).  It should be developed/monitored/revised by supervisors and employees annually after Directorate/PEO leadership issues guidance relating to training investments to meet the NAVSEA Strategic Goals.

Administrative Section

Complete all fields.  Specify the employee’s current career field.

Short Term or Current Year Goals
In priority order, state your developmental goals for this year.  For example, the goal could be to achieve Level II Career Field certification, to acquire the necessary competencies to learn two Career Foundation competencies, to acquire 12 credit hours in Business Administration, to complete Supervisory Leadership Program competencies under the probationary period, etc.

Long Term or Out Year Goals
State in broad terms, by year, your overall career goals to include selection into higher level positions.  These goals are likely to be less specific than current year goals but are important in planning major training investments (one-year developmental assignments, academic education over a two-year or longer period, etc.).

Competencies
List, by priority, the specific competencies (or competency groups) to be achieved to meet Short-Term and any Long-Term Development Goals.  Make sure mission-essential and mandatory competencies are listed before other less important competencies.

Action Plan
Using the organization’s training guidance, the NAVSEA Career Development Path Handbook, the Defense Acquisition University (DAU) Catalog, and discussions with your mentor and your supervisor, fill in the recommended source(s) of available training, education, rotational development, or other activity needed to acquire the necessary competencies.

Target Dates
After discussion and agreement with your supervisor, establish a proposed target date for completion of each activity.

Tuition

List the tuition cost for each action plan learning strategy.

Resource Involvement

Identify and describe the support you want to acquire specific competency (i.e., formal training, rotational assignment, mentoring)

Approvals
Once you and your supervisor agree on Short-/Long-Term Development Goals, competencies and the developmental activities, both should sign the ILDP.  (You should maintain a copy for your records.)  Your supervisor should forward your ILDP to the appropriate management level for approval (including funding and quota allocation) where necessary.

	Name:


Sharon Mash
	Organizational Code:

SEA -1000
	Office Phone Number:

781-0022


	Career Field (DAWIA or Other):

Budget Analyst, Supervisory (Serving Probationary Period)


	Pay Plan, Series and Grade:

GS-560-13




	Short-Term Career Goals  (Current year)
	Long-Term Career Goals (Within two-four years)

	Successfullycomplete all formal and informal supervisory requirements outlined  in NAVSEA’s Training and Development Instruction within 12 months.
	Continuous supervisory development and development of staff members utilizing tools such as performance management, 360 assessment, and employee ILDP development/execution/evaluation.


Developmental Action Learning Plan
	Competencies
	Action Plan
	Target

 Dates
	Tuition
	Resource

Involvement

	Lead People 
	· NAVSEA Ethics Training

· Emotional Intelligence

· Executing Coaching (follow up to Impact Prog)
	11/03

2/04

1/03-3/03


	
	· Command Learning & Dev Div

· Feedback from employees  

	Develop Business Acumen 
	· Sexual Harassment Training (mandatory)

· Fostering an Interdependent Workforce (EEO)

· Managing Human Resource Issues
	2/03

5/03

3/03
	
	· Legal Counsel (Q&A)

· Command Learning Dept

	Orchestrate Results


	· Impact Leadership
· Principle Centered Leadership (Organ)
	1/03

TBD
	$1700
	· Command Learning &  Dev Div

	Build Coalitions and Communication


	· Impact Leadership
· Leader’s Voice
	1/03
	
	· Command Learning & Dev Div

	Lead Innovation and Change
	· Impact Leadership

· Brand You
	1/03

6/03
	
	· Command Learning & Dev Div


Approvals

	Employee
	Date
	Comments

	Supervisor
	Date
	Comments

	Directorate (Approval for funding, training quotas, etc.) 
	Date
	Comments



	Name:



	Organizational Code:


	Office Phone Number:




	Career Field (DAWIA or Other):


	Pay Plan, Series and Grade:




	Short-Term Career Goals  (Current year)
	Long-Term Career Goals (Within two-four years)

	
	


Developmental Action Learning Plan
	Competencies
	Action Plan
	Target

 Dates
	Tutiion 
	Resource

Involvement

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Approvals

	Employee


	Date
	Comments

	Supervisor


	Date
	Comments

	Directorate (Approval for funding, training quotas, etc.) 

 
	Date
	Comments


   

Communication Factor is described as an ability to communicate effectively by demonstrating both active listening and an ability to express oneself clearly, concisely and effectively.  It also involves the ability to recognize and utilize communication channels/networks to achieve performance goals and to enhance communication up, down and across the organization
Core Behavorial Indicators

	Written Correspondence refers to developing a professional, organized, clear style aligned with the basic rules of grammar; prepares written materials in a timely and efficient way.
	· Communicates clearly in writing.

· Prepares written material in a timely and efficient manner.

· Develops a clear style aligned with the basic rules of grammar.

· Adapts written communication to the appropriate audience.

· Makes effective use of e-mail.

	Foster Open Communication refers to interacting with individuals openly and directly; expresses reactions and opinions without intimidating others; proactively shares timely information and updates with colleagues, leadership, and customers.
	· Interacts with individuals open and directly.

· Encourages others to express their views, even contrary ones.

· Expresses opinions without intimidating others.

· Makes sure that people have no “surprises.”

· Proactively shares information with others.

	Listen to Others refers to demonstrating a genuine interest and empathy when listening to others; actively solicits, clarifies and understands verbal and non-verbal messages; listens well in a group.
	· Listens well in a group.

· Listens to people without interrupting.

· Clarifies what people say to ensure understanding.

· Asks questions to clarify other people’s points of view.

	Speak Effectively With Influence refers to expressing oneself clearly, concisely, and effectively; organizes information and delivers it accurately, concisely and in easy to understand manner to individuals and groups from diverse backgrounds; prepares and delivers clear, well-organized presentations; professional delivery style; and creates high-impact visual aids.
	· Speaks clearly and concisely.

· Delivers clear, well-organized presentations.

· Employs a smooth, polished delivery style.

· Gets point across when talking.

· Speaks effectively in front of a group.

	Command Communication Channel, Informal Network and Alliance Understanding refers to understanding how communication moves through NAVSEA and one’s own organization by various channels, networks, and alliances; builds such channels, networks, and alliances to achieve individual and organizational performance goals.
	· Possesses knowledge of how communication moves through the various channels, networks, and alliances.

· Establishes communication channels, networks and alliances to accomplish work projects.

· Maintains effective communication channels, networks and alliances to accomplish work projects.

· Stays in touch with people at all levels of the organization.




      Formal Classroom





NAVSEA Virtual e-Learning

	· NAVSEA New Employee Orientation

· Seven Habits of Highly Effective People

· Getting to Synergy

· Building Trust

· Listening and Memory Development

· Power of Understanding

· Technical Writing Advantage

· Sharpening Business Writing Skills

· Writing Advantage

· Fostering Communication Through Managed Relationships

· Presenting for Impact


	· Writing Effective Sentences

· Grammar Skills: Punctuation, Mechanics and Word Usage

· Planning a Presentation

· The Presentation Process

· The Meeting Process

· The Parts of Speech

· Effective Communication

· Listening Skills

· Business Writing: The Fundamentals

· Grammar Skills: The Parts of Speech

· Essentials of Persuasion

· Telephone Techniques

· Managing a Meeting

· Effective Communication



Other Learning Resources

· Writing That Works: How to Write Effective E-Mails, Letters, Resumes, Presentations, Plans, Reports, and Other Business Communications (Complete Revised and Up by Kenneth Roman and Joel Rapaelson 
· How to Say It at Work: Putting Yourself across with Power Words and Phrases, Body Language, and Communication Secrets by Jack Griffin
· Say It With Charts: The Executive’s: Guide to Visual Communication by Gene Zelazny
· Harvard Business Review on Effective Communication  by R. Nichols, L. Stevens, C. Argvris, G. Prince, M.f. Bartolome and A. Jay
· Trust and Betrayal in the WorkPlace: Building Effective Relationships in Your Organization by Dennis S. Reina and Michelle L. Reina
· Trust in the Balance: Building Successful Organizations on Results, Integrity, and Concern by Robert Bruce Shaw 

· The Elements of Style by William Strunk and Charles Osgood

· How to Write: Communicating Ideas and Information by H.E. Meyer
· Artful Persuasion: How to Commend Attention, Change Minds, and Influence People by Harry A. Mills 

· Power Principle: Influence with Honor by Blaine Lee 

 

Interpersonal Relationship Factor is described as the ability to develop and sustain more and better working relationships by building/maintaining understanding, mutual trust and respect, and meaningful cooperation to achieve individual and organizational goals.

Core Behavorial Indicators

	Teamwork refers to seeking and initiating opportunities to work collaboratively with others internal and/or external to the organization; solicits and provides feedback in a manner that reinforces or elicits desirable behavior; provides negative feedback in a constructive manner; considers and responds effectively to the needs, feelings, and capabilities of others; and listens effectively and actively to solicit, clarify, and understands others verbal and non-verbal messages
	· Seeks opportunities to work collaboratively with others internal and/or external to the organization.

· Seeks and offers constructive feedback.

· Supports decisions once they are made.

· Promotes teamwork among workgroup; discourages “we vs. they” thinking

· Establishes open, candid, and trusting relationships

	Values Diversity refers to respects, appreciates, and values the differences between team members; seeks to understand the views of others; sees differences in people as opportunities for learning about and approaching things differently.
	· Respects and appreciates individual differences in perspective and background.

· Seeks to understand the views of others.

· Brings partners together with different perspectives, opinions and roles to achieve win/win results.

· Possesses sensitivity to issues of diversity

	Manages Conflict refers to anticipating potential conflicts and working proactively to defuse them; in conflict situations is thorough in gathering various perspectives and objectives of the parties involved; works for win-win solutions
	· Expresses disagreement tactfully and sensitively.

· Facilitates the discussion and resolution of different views.

· Addresses conflict directly and constructively.

· Works through conflicts to create win/win results.

	Build Organizational Relationships refers to relating to others in an open, friendly, accepting, and respectful manner; develops and maintains effective working relationships with managers, peers, and customers; identifies and cultivates relationships with key colleagues and stakeholders in others parts of the organization; and, demonstrates style flexibility when relating to a variety of people and situations.


	· Develops and maintains effective working relationships with managers.

· Develops and maintains effective working relationships with peers. 

· Treats people with respect.

· Stays in touch with people at all levels of the organization/Corporation.

· Builds and maintains strategic relationships within and outside the organization.





      Formal Classroom





NAVSEA Virtual e-Learning

	· Team Member Skills

· Diversity in the Workplace

· Seven Habits of Highly Effective People

· Developing Win-Win Partnerships

· Influencing

· Handling Conflict

· Negotiating Successfully
· What Matters Most

· Meeting Advantage

· Building Productive Relationships

· Dealing with Team Differences

· EEO Workshop for Employees

· IPT Enhancing Winning Team Performance

· Communicating with 
Co-Workers

	· Building Relationships

· Communicating with Co-Workers

· Communicating to Build a Positive Culture

· Working with Difficult Employees

· Handling Difficult Co-Workers

· Communicating with Your Co-Workers

· Resolving Team Conflict

· Overcoming Conflict with Communication

· Working in Diversified Teams
· Managing Yourself Through Change

· Diversity: What Employees Should Know 

· Recognizing Aggressive Behavior

· Defusing Aggressive Behaviors

· Teamwork Fundamentals

· Team Communication

· Resolving Team Conflict 

· Decision Making in Teams

· Positively Influencing Others

· Developing Rapport through Communication



Other Learning Resources

· Championship Team Building: What Every Coach Needs to Know to Build a Motivated, Committed & Cohesive Team by Jeff Janssen

· Teamwork Makes The Dreamwork by John C. Maxwell 

· High Five! The Magic of Working Together by Ken Blanchard, Sheldon Bowles, Don Carew, Eunise Parisi-Carew

· The 17 Indisputable Laws of Teamwork: Embrace Them and Empower Your Team by John C. Maxwell
· Effective Teamwork by Michael West
· How to Manage Conflict: Turn All Conflicts into Win-Win Outcomes by Peg Pickering
· Conflict Management: The Courage to Confront by Richard J. Mayer
· The Power Principle: Influence with Honor by Blaine Lee 

· Seven Habits of Highly Effective People: Powerful Lessons in Personal Change by Stephen Covey

· What Matters Most: The Power of Living Your Values by Hyrum W. Smith 

Principled Leadership Factor is described as possessing character and technical competence to such a degree that others want to work with, be inspired by, and are willing to follow/collaborate with you.  Principled individuals are values-driven, trustworthy, and behave consistently in an ethical manner, following through and delivering on commitments.  They seek feedback from others, learn from mistakes and seek out new information and ways of doing things.

Core Behavorial Indicators

	Inspire Trust refers to demonstrating principled leadership and sound business ethics; shows consistency among principles, values, and behavior; gains the confidence and trust of others though their own authenticity and follow-through on commitments. 


	· Gains the confidence and trust of others though their own authenticity and follow-through on commitments. 

· Establishes open, candid, and trusting relationships.

· Maintains high standards of personal and professional integrity.

· Demands ethical performance and high standards in customer/stakeholder relationships.

	Maintain Production/Production Capability (P/PC Balance) refers to achieving and maintaining a wise and renewing balance between work and family and between personal and professional areas of life by developing a personal mission statement, aligned with the organization; and define personal and professional roles/responsibilities.
	· Maintains a wise and renewing balance between work and family and between personal and professional.

· Develops a personal mission statement, aligned with the organization.

· Defines personal and professional roles/responsibilities.

	Navy Core Values refers to demonstrates high standards of honor, courage, commitment including honesty, integrity, and trust in daily interactions with peers, leadership, and critical customers/stakeholders; takes responsibility for results of one’s decisions and possesses the courage to admit to a wrong decision.

	· Demonstrates high standards of honor, courage and commitment in daily interactions with others.

· Takes responsibility for results of one’s decisions and possess the courage to admit to a wrong decision



Formal Classroom





NAVSEA Virtual e-Learning

	· Seven Habits of Highly Effective People

· NAVSEA Orientation

· Building Trust

· Getting to Synergy

· Developing Win-Win Partnerships

· What Matters Most


	· Focusing on Results

· Personal Accountability

· Balancing Your Personal and Professional Life

· Motivating Yourself to Perform


Other Learning Resources

· Seven Habits of Highly Effective People: Powerful Lessons in Personal Change by Stephen Covey
· What Matters Most: The Power of Living Your Values by Hyrum W. Smith
· The Power Principle: Influence with Honor by Blaine Lee
· Principle-Centered Leadership by Stephen R. Covey
· Principle-Centered Leadership: Strategies for Personal and Professional Effectiveness by Stephen R. Covey 

· First Things First: To Live, to Love, to Learn, to Leave a Legacy by Stephen R. Covey, Rebecca R. Merrill
Analytical Factor is described as the ability to employ systemic approach in problem/issue identification, gather and analyze critical information, determine root-cause (s) and make sound decisions.

Core Behavorial Indicators

	Problem-Solving refers to identifying and analyzing problems; distinguishes between relevant and irrelevant information to make logical decisions; and, provides business solutions to problems; uses qualitative and quantitative data and analytical tools in problem solving; uses understandable, informative methods for presenting data.
	· Understands the interrelationship of complex processes and structures.

· Analyzes problems from different point of views.

· Identifies and gathers the most relevant information to conduct an effective analysis.

· Integrates information and defines reasonable alternatives.

· Uses qualitative and quantitative data and analytical tools in problem solving

	Risk Taking refers to initiating smart risks based on careful assessment of costs and benefits; demonstrates willingness to be held accountable for consequences of actions taken
	· Takes smart risks based on careful assessment of cost and benefits.

· Demonstrates willingness to be held accountable for consequences of actions taken

	Decision Making refers to exercising good judgment by making sound and well-informed decisions; perceives the impact and implications of decisions; makes effective and timely decisions, even when data is limited to solutions that produce unpleasant consequences; is proactive and achievement oriented.

	· Considers alternative solutions before making decisions.

· Makes timely decisions.

· Makes sound decisions based on adequate information.
· Makes decisions in the face of uncertainty



Formal Classroom





NAVSEA Virtual e-Learning

	· Problem Solving and Decision Making

· Applied Critical Thinking

· Project Risk Analysis and Management

· Negotiating Successfully

· An Introduction to Leading Organizational Change


	· Decision Making in Teams

· Problem Solving Fundamentals

· Thinking Creatively

· Problem Solving Teams

· Improving Memory

· Increasing Personal Creativity

· Problem-Solving Fundamentals

· Critical Thinking and Information Analysis

· Strategic and Effective Decision Making

· Decision Making Fundamentals




Other Learning Resources

· Introduction to Decision Analysis (2nd Edition) by David C. Skinner

· Smart Choices: A Practical Guide To Making Better Decisions by John S. Hammond, Ralph L. Keeney, Howard Raiffa

· Winning Decisions: Getting It Right The First Time by J. Edward Russo, Paul J. Shoemaker, Margo Hittleman

· Influence: The Psychology of Persuasion by Robert B. Cialdini

· Practice Problems for Creative Problem Solving by Donald J. Treffinger

· Creative Problem: The Door to Individual Success and Change by Thomas W. Dombroski

· Ask the Right Questions: A Guide to Critical Thinking (6th Edition) by M. Neil Browne, Stuart M. Keeley

· Critical Thinking: Tools for Taking Charge of Your Learning and Your Life by Richard Paul, Linda Elder

Self-Management Factor means taking the time to reflect on one’s own behavioral to ensure congruency with principled and ethical leadership. It also means valuing continuous learning and self-development.

Core Behavorial Indicators

	Adaptability refers to working effectively in situations involving ambiguity, shifting priorities, and rapid change; demonstrates resilience and composure in trying circumstances; deals constructively with mistakes and setbacks; copes effectively with stress and pressure
	· Demonstrates resilience and composure in trying circumstances.

· Works effectively with stress and pressure.

· Responds resourcefully to new demands and challenges.

· Handles tense situations without overreacting or becoming overly emotional.

· Works effectively in ambiguous situations.


	Career and Self-Direction refers to conveying a clear sense of personal goals and values; manages time efficient pursues continuous learning and self-development.
	· Conveys a clear sense of personal goals and values.

· Manages own time according to priorities; uses time efficiently.

· Achieves an effectively balance between work and personal life.

· Personally pursues continuous learning and self-development.

· Have personal, career, and organizational goals that are compatible.


	Mature Confidence refers to realistically appraising own strengths and weaknesses; shares credit and visibility; maintains and projects confidence, even when not supported by others.


	· Projects self-assurance and unshakable confidence.

· Maintains a sense of humor.

· Acknowledges own mistakes and initiatives.

· Stands up to criticism and makes “lonely” recommendations/decisions
· Realistically appraises own strengths and weaknesses.




Formal Classroom





NAVSEA Virtual e-Learning

	· Seven Habits of Highly Effective People

· Directing Your Development

· Working in a Changing Environment

· Emotional Intelligence for Personal Leadership

· Stress Management

· Retirement Planning

· Mid-Career Financial 

Planning

· Resume Writing

· Interviewing and Networking Process

· An Introduction to Leading Organizational Change


	· Developing a Plan (Time Mgmt)

· Planning Your Day

· Overcoming Challenges (Time Mgmt)

· Developing a Career Strategy

· Excelling in Your Career

· Professional Networking
· Managing Yourself 

· Through Change

· Overcoming Challenges

· Reaching Individual Goals

· Time Management

· Stress Management

· Increasing Assertiveness



Other Learning Resources

· Who Moved My Cheese? An Amazing Way To Deal With Change In Your Work and In Your Life by Spencer Johnson, Kenneth H. Blanchard

· Play To Win! Choosing Growth Over Fear in Work and Life by Larry Wilson

· From Panic To Power: Proven Techniques to Calm Your Anxieties, Conquer Your Fears, and Put You In Control of Your Life by Lucinda Bassett

· The Anger Habit by Carl Semmelroth, Donald E.P. Smith

· Overcoming Anger and Irritability by William Davies

· Getting Things Done: The Art of Stress-Free Productivity by David Allen

· Don’t Sweat the Small Stuff at Work: Simple Ways to Minimize Stress and Conflict While Bringing Out the Best in Yourself and Others by Richard Carlson

· Don’t Sweat the Small Stuff . . . And It’s All Small Stuff: Simple Ways To Keep The Little Things From Taking Over Your Life by Richard Carlson

· Principles of Self-Management by Bob McHardy, PhD, John C. Marshall

· Take Yourself to the Top: The Secrets of America’s #1 Career Coach by Laura Berman

· The Portable Coach: 28 Surefire Strategies for Business and Personal Success by Thomas J. Leonard



IT Management Factor is described as the ability to develop familiarity and skill in the basic computer functions such as software applications, NAVSEA Internet and Intranet.  It also involves the ability to understand the implications of technology on communication and how to utilize information technology to maximize improvements to mission accomplishment.

Core Behavorial Indicators

	Understand the Implications of Technology on Communication refers to possessing an understanding of the advantages of various communication technologies within NAVSEA and selecting the appropriate communication strategy to maximize business interactions
	· Understands the advantages of various communication technologies.

· Demonstrates one’s ability to select the appropriate communication when conducting business.

· Uses e-mail effectively.

· Uses electronic calendars effectively


	IT AS a Strategic Partner refers to understanding how NAVSEA’s IT operates and resources available; demonstrates the ability to effectively utilize NAVSEA Intranet to gather information to complete job responsibilities
	· Understands the role of NAVSEA IT and resources available to accomplish job responsibilities.

· Develops familiarity with the NAVSEA Intranet to look up business information.


	Develop Familiarity with Basic Computer Functions refers to possessing an understanding of how to use a personal computer; recognize your own needs for computer skills; develops familiarity with software applications; awareness of technology language.
	· Develops familiarity with software applications.

· Demonstrates the ability to use various computer programs and applications to accomplish work responsibilities (i.e., word processing, spreadsheet, calendars, project management).

· Develops an understanding of the language of technology (i.e., local area network (LAN), wide area network (WAN).




Formal Classroom





NAVSEA Virtual e-Learning

	· Microsoft Office software programs

	· E-mail in the Workplace

· Using E-mail to Communication Successfully

· Writing Effective E-mail Messages



Other Learning Resources

· Practical Guide to Information Systems Strategic Planning  by Anita Cassidy (Hardcover) 

· IT Architectures and Middleware: Strategies for Building Large, Integrated Systems  by Chris Britton (Paperback) Enterprise Architecture and New Generation Information Systems  by Dimitris N. Chorafas (Hardcover)

· Built to Last: Successful Habits of Visionary Companies by James C. Collins, Jerry I. Porras (Contributor) (Hardcover) 

· Microsoft Office 2000: Step by Step Interactive (Starts Here) by Learnit Corporation (Editor) (CD-ROM) 

· Quick Course(r) in Microsoft(r) Outlook(tm) 2000 by Online Press Inc (Editor), et al (Paperback) 

· Quick Course in Microsoft Word 2000 (Education/Training Edition) by Joyce Cox, Christina Dudley (Paperback) 

· Microsoft Office 2000: 8-In-1 Step by Step (Step by Step (Microsoft)) by Inc. Catapult, et al (Paperback) 

· Quick Course(r) in Microsoft(r) Access 2000 by Online Press Inc (Editor), Inc. Online Press (Paperback)

Emotional Intelligence (EI) Factor refers to how well one manages one’s self and handles professional relationships, how well one works on a team, and the ability to lead.  EI is the basis for personal qualities such as realistic self-confidence, personal integrity, knowledge of strengths and weaknesses, resilience in times of change or adversity, self-motivation, perseverance, and the knack for getting along well with others.

Core Behavorial Indicators

	Self-Awareness 

Knowing one’s internal states, preferences, resources, and intuitions.


	· Emotional self-awareness: Recognizing one’s emotions and their effect

· Accurate self-assessment: Knowing one’s strengths and limits

· Self-confidence: A strong sense of one’s self-worth and capabilities

	Self-Management 

Managing one’s internal states, impulses, and resources to facilitate reaching goals.


	· Adaptability: Flexibility in handling change

· Self-control: Keeping disruptive emotions and impulses in check

· Conscientiousness and reliability: Taking responsibility for personal performance; maintaining standards of honesty and integrity

· Initiative and innovation:  Readiness to act on opportunities; being comfortable with novel ideas, approaches, and new information

· Achievement drive:  Striving to improve or meet a standard of excellence; persistence in pursuing goals despite obstacles and setbacks.



	Social Awareness 

Awareness of others’ feelings, needs, and concerns.


	· Empathy: Sensing others’ feelings and perspectives and taking an active interest in their concerns

· Service orientation: Anticipating, recognizing, and meeting customers’ needs

· Organizational awareness: Reading a group’s emotional currents and power relationships

· Developing others: Sensing others’ developmental needs and bolstering their abilities.

	Social Skills 

Adept at inducing desirable responses in others.


	· Leadership: Inspiring and guiding individuals and groups; aligning with the goals of the group or organization

· Influence: Wielding effective tactics for persuasion

· Change catalyst: Initiating or managing change

· Communication: Listening openly and sending convincing messages

· Conflict management: Negotiating and resolving disagreements

· Collaboration and building bonds: Working with others toward shared goals; nurturing instrumental relationships

· Team capabilities: Creating group synergy in pursuing collective goals



Formal Classroom





NAVSEA Virtual e-Learning

	· Emotional Intelligence for Personal Leadership

· Getting to Synergy

· Power of Understanding

· Building Trust

	· Developing Emotional Intelligence




Other Learning Resources

· Executive EQ : Emotional Intelligence in Leadership and Organization by Robert K. Cooper, Ayman Sawaf
· What You Can Change... and What You Can't: The Complete Guide to Successful Self-Improvement: Learning to Accept Who You Are by Martin E. P. Seligman

· Primal Leadership: Realizing the Power of Emotional Intelligence by Daniel Goleman, Richard Boyatzis, Annie McKee

· Emotional Intelligence: Why It Can Matter More Than IQ by Daniel Goleman

· Adversity Quotient : Turning Obstacles into Opportunities by Paul Gordon Stoltz, Paul G. Stoltz

· The Handbook of Emotionally Intelligent Leadership: Inspiring Others to Achieve Results by Daniel A. Feldman

· Raising Your Emotional Intelligence: A Practical Guide by Jeanne Segal

· Working With Emotional Intelligence by Daniel P. Goleman

· Who Moved My Cheese?: An Amazing Way to Deal with Change in Your Work and in Your Life Spencer Johnson 

· Execution: The Discipline of Getting Things Done by Larry Bossidy, et al (Hardcover) 

· Jack: Straight from the Gut  by Jack Welch, John A. Byrne (Hardcover)

· First, Break All the Rules: What the World's Greatest Managers Do Differently  by Marcus Buckingham, Curt Coffman (Hardcover) 

· Primal Leadership: Realizing the Power of Emotional Intelligence  by Daniel Goleman, et al (Hardcover) 

NAVSEA and Its Organization is described as understanding NAVSEA’s vision, mission, goals, and strategies and viewing the Command as dynamic, political, economic, and social systems that have multiple goals; using this larger perspective as a framework for understanding and influencing events and changes.
Core Behavorial Indicators

	Customer and Stakeholders refers to understanding the needs and expectations of both internal and external customers and the extent to which these needs and expectations are satisfied.  Balances interests of a variety of customer/stakeholders; readily adjusts priorities to respond to pressing and changing demands.


	· Anticipates, understands and responds to customers’ needs.

· Conveys commitment to understanding and doing what is best for customers.

· Proactively monitors customer satisfaction and seeks input and feedback.

· Analyzes problems from a customers’ point of view.

· Listens to customers’ inputs and responds promptly with necessary actions to solve problems.

	NAVSEA Awareness and Understanding refers to understanding the vision, strategy, goals, and culture of NAVSEA and its field activities; linking individual performance goals to organizational goals; seeing NAVSEA as dynamic, political, economic, and social systems that have multiple goals; using this larger perspective framework for understanding and influencing events and change.

	· Understand the vision, strategy, goals, and culture of NAVSEA and its field activities.

· Link individual performance goals to organizational goals.

· Effectively differentiates NAVSEA’s products and services from the competition.

· Understand the organization’s business strategy and how it relates to one’s own function and role

	Joint Service Perspective refers to understanding the vision, mission and structure of DON; recognizes and articulates how NAVSEA ‘s mission, goals, and objectives fit into the entire DON; understand and maintain currency on the support roles and missions of all the military departments and defense agencies and their contributions to the success of DOD overall.
	· Understand the vision, mission and structure of DOD

· Recognize how NAVSEA ‘s mission, goals, and objectives fit into the DOD.

· Keeps current on the role of the DOD.

	Business Acumen refers to demonstrate awareness of the inner workings of NAVSEA functions and how business decisions affect financial or nonfinancial program/work results.


	· Demonstrates a broad understanding of principles of financial management.
· Understands business planning and the PPBS process.
· Understand the role and interrelationships of organizational functions Know how to get things done in a complex organization.

· Consider all organizational functions when developing/ recommending plans and changes in the organization.

	Results Oriented refers to maintaining a clear focus on the critical things; demonstrates sense of urgency for achieving individual and organizational goals; exudes willingness, confidence and energy to take on new assignments and achieve results.
	· Focuses effort on what is important, not what is urgent.

· Identifies the critical path to desired results and removes the obstacles that get in the way.

· Takes calculated risks to demonstrate personal orientation to action.

· Connects all activities and processes to the “big picture” of the organization.

· Adopts a “can-do” attitude and approaches challenges from a problem-solving perspective



Formal Classroom





NAVSEA Virtual e-Learning

	· NAVSEA New Employee Orientation

· NAVSEA Systems Acquisition Overview

· An Introduction to Leading Organizational Change


	To Be Announced


Other Learning Resources

To Be Announced

Building Trust

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Building Trust is an interpersonal skills workshop focusing on increasing trust through improving the character, competence, and individual relationships within an organization.  The effects of increased trust reach deep into the heart and soul of individuals and organizations.  Why? Because trust lies at the core of leadership and effective human interactions.  

NAVSEA New Employee Orientation

Content Format:  Classroom
Learning Time: 2 ½ days  

Tuition:  None

The NAVSEA Orientation provides all employees and military personnel newly appointed to NAVSEA HQ an understanding of the NAVSEA culture, Corporate Strategy, work processes, and organization of the directorates, the PEOs and the field organization.   Presentations are made by NAVSEA HQ senior managers and specialists.




Tuition:  No Cost

Getting to Synergy

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Getting to Synergy is designed to assist personal leaders to leverage diversity of all types—including differences in thought, opinion, and work style—for better problem solving, innovation, and decision-making.  It explores paradigms about diversity, discusses the effects of trust on team dynamics, and includes personal and team action planning—all to improve its decision-making, problem-solving, and innovation capability by improving its synergizing skills. 

Listening and Memory Development

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $185.00

Listening and Memory Development is designed to help participants enhance their listening and memory skills.  Participants will develop knowledge and skills, which will increase their effectiveness with improved communication and recall on the job.  Principles and techniques for effective listening and memory are introduced and practiced during the workshop.  Topics include the importance of good listening, the importance of memory and recall in good listening, principles of remembering—as a technique for improving listening skills, barriers to good listening and recall—and how to overcome them, verbal and nonverbal components of messages, physical and psychological attending, and Active Listening skills.

Power of Understanding:  The Key to Providing Solutions

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00


Power of Understanding is designed to provide personal leaders information on how to accurately read verbal and nonverbal signals, evaluate existing mind-sets, and respond in ways that increase understanding, resolve conflicts, and meet needs.  In the workshop you will learn to view situations from different perspectives, anticipate needs that are difficult for others to articulate, learn how to build unity and harmony, decrease and resolve conflicts more effectively, and reduce the loss of time and money resulting from misunderstandings.
Sharpening Business Writing Skills

Content Format:  Classroom
Learning Time:  2 days

Tuition:  $359.00

Sharpening Business Writing Skills is designed for individuals who want to improve their skills in writing memos, letters, reports, and proposals.  Participants learn to analyze personal strengths and weaknesses and discuss general communication needs, improve clarity and tone of various types of written communication, and recognize and deal with trouble spots.

Technical Writing Advantage

Content Format:  Classroom
Learning Time:  2 days

Tuition:  $235.00  

Technical Writing Advantage provides the necessary instruction on how to write documents better and faster, how to inform readers clearly, and how to persuade them to accept and act on your proposals.  The workshop teaches 10 quality standards of document design to help produce documents that meet customers’ informal standards (their unwritten expectations) and their formal standards (their published requirements) along with quality standards participants will learn how to integrate a proven writing process into the timeline of a project or product.

Writing Advantage

Content Format:  Classroom
Learning Time:  1 day

Tuition:  $135.00
In today’s competitive business world, sharp, convincing writing is critical for success.  Expressing one’s ideas succinctly without leaving anything to interpretation is a skill one easily learns with Writing Advantage.  If you’re struggling to get your thoughts in writing, or have trouble even getting started, Writing Advantage will improve the way you communicate forever.  By strengthening your writing skills, you are able to increase productivity, tackle challenges promptly, and get your point across more efficiently.  Writing Advantage helps you gain control of what you write, how you write it, and how others receive it.  You learn the latest, most successful writing methods in the business world from the leader in communication training.

Business Writing: Fundamentals

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours

Tuition:  No Cost

Business Writing: Fundamentals introduces the use of writing to effectively communicate information.  Participants learn how to use the writing process to construct a well-defined idea and focus on a specific audience.  Also, learn the proper format for various written pieces, such as business letters, e‑mail messages, and memos. 

Fostering Communication Through Managed Relationships

Content Format:  Classroom
Learning Time:  2 days

Tuition:  $105.00

Fostering Communication Through Managed Relationships is designed to teach participants specific skills to bring leadership compassion and accountability to the workplace.  Participants will gain a greater awareness of one’s personal communication style and its impact on others; develop strategies/techniques on encouraging others to express contrary viewpoints and how to increase approachability by others; identify problems of organizational communication and employ new strategies to provide employees with open access to information; and develop an information-flow checklist to “keep moving” information in all directions.

Presenting for Impact

Content Format:  Classroom
Learning Time:  2 days


Tuition: $240.00

Presenting for Impact is a dynamic, fast-paced workshop that helps participants learn how to turn presentation anxiety into confidence.  It teaches a preparation process that focuses on two main elements—design and delivery.  Participants will learn how to design and plan presentations that capture an audience’s attention, and how to deliver key concepts with power, confidence, and enthusiasm—and that means improved presentations and better results.

Planning a Presentation

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours

Tuition:  No Cost

Planning a Presentation enables participants to determine realistic presentation objectives, how to analyze one’s audience, and how to use supporting materials effectively.  In addition, participants learn to organize a presentation clearly and to successfully incorporate visual aids into the presentation.  The content focuses on how to identify the six common types of presentations and three items a presenter should examine to determine presentation objectives and two constraints that make objectives realistic; how to organize a presentation using three major sections and display visual aids using six different methods. 

The Presentation Process

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours


Tuition:  No Cost
The Presentation Process presents the steps to take to reduce the fear of speaking, remain calm, and appear relaxed.  In addition, participants learn how to use voice and nonverbal communication to improve the delivery of a presentation, along with how to assess the audience members and answer their questions.  

The Meeting Process

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours

Tuition:  No Cost

The Meeting Process provides participants with a framework for planning, participating in, and concluding meetings successfully.  Participants learn techniques for establishing the purpose and agenda of a meeting and facilitating participants’ progress toward the meeting goals.  

Managing a Meeting

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours

Tuition:  No Cost

Managing a Meeting enables participants to improve their ability as a meeting leader.  They acquire the knowledge and skills needed to facilitate situation analysis, brainstorming, and decision making in a meeting, as well as techniques for fostering creative thinking and for managing conflict among meeting participants.  

Writing Effective Sentences
Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours







Tuition:  No Cost
Writing Effective Sentences enables participants to acquire the best practices for writing effective sentences.  Participants learn how to apply critical rules of agreement and optimize sentence structure, learn to classify sentences according to their complexity, create parallel constructions, use the active voice, and avoid common writing pitfalls.

Effective Meeting Communication

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours

Tuition:  No Cost

Effective Meeting Communication enables participants to build a positive climate during a meeting and follow the best practices of verbal and nonverbal communication to conduct a successful meeting.  Participants will learn how to distinguish between different meeting climates and employ techniques for fostering a positive meeting climate; use clear, appropriate language to enhance communication with and among meeting participants; use effective listening and questioning techniques to facilitate information exchange during a meeting, and understand and interpret others’ nonverbal communications.

Grammar Skills:  Punctuation, Mechanics, and Word Usage

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Grammar Skills:  Punctuation, Mechanics, and Word Usage participants learn proper word choice and usage, review rules for punctuation and mechanics, and receive guidance on spotting confusing homonyms and overcoming common spelling challenges and errors.  The workshop focuses on how to choose words for their specificity and appropriateness; correctly use commas, quotation marks, semicolons, and other punctuation; differentiate between synonyms and antonyms; recognize and correctly use commonly confused homonyms; and identify and use prefixes and suffixes.

Effective Communication 

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours


Tuition: No Cost

Effective Communication will help individuals develop the skills needed to communicate a message effectively by identifying the receiver, choosing a proper channel, and responding to feedback.  In this program, individuals will also learn how to overcome a variety of common forms of interference.  Specifically, the program focuses on how to identify the seven elements of communication; choose an effective channel based on network structures; respond effectively to receiver feedback; and reduce verbal and non-verbal interference to improve organizational communication.

Essentials of Persuasion 

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours

Tuition: No Cost

In Essentials of Persuasion, you will learn guidelines for ethical persuasion, the goals of persuasion, and how to encourage your audience to act in support of your policy.  In addition, you will learn how to organize a persuasive presentation, how to enhance your credibility, and how to use reasoning and emotional appeals to persuade your audience.

Listening Skills

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours

Tuition: No Cost

Listening Skills teaches how to develop the skills needed to be a critical listener and how to respond appropriately to speakers.  In this program, participants will have the opportunity to visit with a listening expert and practice skills in a work environment.  Both activities will help improve individual listening skills and decrease listening problems in the workplace.  Specifically, participants will learn to identify the difference between hearing and listening; increase productivity by listening; use critical listening skills; recognize different listening problems; and resist distractions while listening.
The Parts of Speech

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In The Parts of Speech, participants learn about grammatical organization and become proficient at identifying and properly using the eight parts of speech:  nouns, verbs, pronouns, adjectives, adverbs, prepositions, conjunctions, and interjections.  Specifically, participants will learn how to create and use the plural and possessive forms of nouns; select and apply verb tenses; use different cases and forms of pronouns; create positive, comparative, and superlative degrees of adverbs and adjectives; and form and use prepositional phrases.
Telephone Techniques

Content Format:  NAVSEA E-Learning
Learning Time:  2–4 hours

Tuition: No Cost
Telephone Skills will help participants develop the skills needed to project a positive image on the telephone, properly address callers, and establish good rapport.  Participants will be provided with opportunities to incorporate positive personal attributes into telephone interactions, employ strategies to control a conversation, and effectively handle situations with difficult callers.
Effective Briefing

Content Format:  Classroom
Learning Time:  3 days


Tuition:  $295.00

Effective Briefing is designed to help participants develop skills for making effective briefings and other oral presentations.  Focus will be placed on both preparation and delivery.  Specific topics include 1) identifying purpose and objectives, 2) analyzing the audience, 3) developing a systematic briefing plan, 4) researching and selecting resource material, 5) selecting and organizing content, 6) creating appropriate visual aids, 7) selecting appropriate delivery techniques, and 8) critiquing performance.  Presentations are videotaped and reviewed by the instructor, the briefer, and class members.

Problem Solving and Decision Making

Content Format:  Classroom
Learning Time: 2 days  

Tuition:  $425.00

Problem Solving and Decision Making offers the information process and people skills needed to separate and resolve issues, create and act on new opportunities utilize excellent judgment in decision-making and follow through with successful implementations. Participants will learn how to plan, conduct, and participate in effective meetings, identify skills and methods to determine root causes(s) when problems occur, apply creative solutions to a major concerns that required an innovative approach, recognize skills and methods to sense obstacles and apply effective preventive and contingent actions to assure success, and, develop an action plan to implement a "live" solution and apply the skills on an on-going basis.
Applied Critical thinking

Content Format:  Classroom
Learning Time:  1 day  

Tuition:  $245.00

Applied Critical Thinking (ACT) is a fast paced one-day workshop that will energize the workforce.  Participants will be able to confidently resolve issues in less time and create opportunities for improvement.  Critical Thinking is the ability to logically and comprehensively evaluate a situation and identify the most appropriate course of action.  This is a vital skill in today's rapidly changing business environment.  
Project Risk Analysis and Management

Content Format:  Classroom
Learning Time:  3 days  

Tuition:  None

Project Risk Analysis & Management provides participants with a proven process for identifying risks, quantifying their probable impacts, developing appropriate responses, and controlling these responses through execution.  It includes a brief review of statistics, an introduction to the concept of expected value, and a demonstration of Monte Carlo simulation in the qualification of risk and risk reserves for both project cost and schedule.  (It is recommended that participants have a basic understanding of project management, including work breakdown structures (WBS) and critical path scheduling before attending this class.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Negotiating Successfully

Content Format:  Classroom
Learning Time: 2 days  

Tuition:  $260.00
Negotiating Successfully shows participants how to negotiate successfully by turning face-to-face confrontation into side-by-side problem solving.  This method of negotiating works by attacking the problem, not the person.  Joint problem solving will generate better results for both sides and lead to stronger working relationships both inside and outside of your organization. After assessing their own negotiating style, participants practice a five-phase, non-adversarial negotiating process.  And because negotiation is a two-way street, they learn how to explore what each side really wants.  By identifying the needs of each side, they are able to devise options to satisfy those needs.  Finally, participants learn how to formulate a solid proposal to reach mutually satisfactory agreements.

An Introduction to Leading Organizational Change

Content Format:  Classroom
Learning Time: 3 days  

Tuition:  None
An Introduction to Organizational Change provides the opportunity to practice key problem-solving and decision-making skills. You’ll learn how to empower yourself and other team members through more effective negotiation. You’ll gain a clear understanding of why concise communication is so important—regardless of how a project is organized. And you’ll discover how your individual leadership style influences the course a project will take.  Course utilizes revealing case studies and practical exercises to explore various leadership styles, learn how to win the confidence of your peers, and discover innovative ways to resolve conflicts so that a project stays on track.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Decision Making Fundamentals 

Content Format:  NAVSEA E-Learning
    Learning Time:  1–2 hours

Tuition:  No Cost

Decision Making Fundamentals teaches participants a variety of decision-making techniques. Participants will develop the skills that are necessary to make important decisions with various people and ensure the results of your decisions.  In addition, participants will learn how to devise objectives given the background information, establish and compare options in a variety of situations, address employee groupthink, identify the best choice from various options and achieve group consensus about important decisions.

Increasing Personal Creativity

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Increasing Personal Creativity offers participants the information required to mentally and physically prepare for creativity; incorporate 

innocence, intuition, and adventure into creative thinking; and use creativity to generate ideas and solve problems. The program describes exercises that can be used to prepare the mind and body for creative thinking and explains the most common ways creativity is incorporated into problem solving.

Problem Solving Fundamentals

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Problem Solving Fundamentals enables participants to learn how to use a systematic approach to solve problems. In this program, participants will face several problems in their organization and successfully use problem-solving skills in order to produce a positive outcome.  Participants will be able to identify different ways problems can be handled, evaluate the problem solving options generated, understand the advantages of team problem solving, recognize when a solution is effective, and assemble an effective problem solving team.

Strategic and Effective Decision Making

Content Format:  NAVSEA E-Learning
Learning Time:  3 hours

Tuition:  None

Strategic & Effective Decision Making will examine decision-making as a process that has discrete steps, clearly defined tools, and a variety of “traps” which await the uninitiated.  In addition to practical exercises and these tools, the course will demonstrate market place software that exists to assist the decision-maker in the process of effective decision-making and the development of personal decision-making skills. To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).


Thinking Creatively

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Thinking Creatively enables participants to learn to meet the demands of creative thinking in the workplace. This program will help develop creative thinking skills and allow participants to practice using the creative thinking process.  Participants will also learn how to identify the stages of the creative process, recognize techniques that will enhance creativity, avoid personal and organizational factors that block creativity, foster a climate of creativity and develop creativity in different management functions.

Decision Making in Teams

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Decision Making in Teams enables participants explore the process of reaching consensus, examine the challenges of doing so, and develop the ability to make positive contributions to team decisions.  Participants will also learn to apply best practices for making team decisions, understand and avoid 'groupthink,' in which team members become complacent about thinking independently, act appropriately to influence biased team members, rate team options against predetermined criteria, and identify and avoid attitudes and behaviors that defeat consensus.


Improving Your Memory 

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Improving Your Memory offers participants an overview of information required to understand and enhance his or her memory, as well as information about how to become organized. The program 

details how to overcome everyday forgetfulness, how to use mnemonic devices, and how to manage information. In addition, the program examines how lifestyle can affect the performance of the student's memory.  Participants will recognize properties that affect how well you remember information, identify the affects stress can have on your memory, recognize how to associate and personalize information to enhance your memory, identify actions that can help overcome absentmindedness, and identify how managing information prevents information overload.

Critical Thinking and Information Analysis

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Critical Thinking and Information Analysis enables participants to learn how to employ multiple analysis techniques as well as the different methods to reach conclusions. The program provides participants a process for thinking logically and creatively. Additionally, the program provides participants with processes and guidelines for both quantitative and qualitative analysis techniques. By applying the information in this program, participants will be able to analyze the reasoning and conclusions of others, perform both qualitative and quantitative analyses, and develop creative thinking.

Emotional Intelligence for Personal Leadership

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $860.00

Emotional Intelligence for Personal Leadership provides you the foundation for developing emotional intelligence.  Note:  To learn more about EI refer to the website—www.ihhp.com.  Through a series of learning activities, you will understand the five components of emotional intelligence, learn how to build emotional intelligence in one’s professional and personal life, assess your emotional intelligence and develop an action plan to optimize/leverage performance and learn how to become an “emotional coach.”

Getting to Synergy

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Getting to Synergy is designed to assist personal leaders to leverage diversity of all types—including differences in thought, opinion, and work style—for better problem solving, innovation, and decision-making.  It explores paradigms about diversity, discusses the effects of trust on team dynamics, and includes personal and team action planning—all to improve its decision-making, problem-solving, and innovation capability by improving its synergizing skills. 

Power of Understanding

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Power of Understanding is designed to provide personal leaders on information how to accurately read verbal and nonverbal signals, evaluate existing mind-sets, and respond in ways that increase understanding, resolve conflicts, and meet needs.  In the workshop 

you will learn to view situations from different perspectives, anticipate needs that are difficult for others to articulate, learn how to build unity and harmony, decrease and resolve conflicts more effectively, and reduce the loss of time and money resulting from misunderstandings.

Developing Emotional Intelligence 

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Developing Emotional Intelligence provides the participants an overview of the use of Emotional Intelligence in organizations and a process for applying Emotional Intelligence in everyday activities. The program covers how the process can be applied in various situations, including being assertive, providing and accepting feedback and building positive work environments. Participants will identify the five abilities of Emotional Intelligence, identify the benefits of Emotional Intelligence at work, apply the LISTEN process when providing constructive feedback, follow the LISTEN process to motivate and resolve conflict.

Building Trust

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Building Trust is an interpersonal skills workshop focusing on increasing trust through improving the character, competence, and individual relationships within an organization.  The effects of increased trust reach deep into the heart and soul of individuals and organizations.  Why?  Because trust lies at the core of leadership and effective human interactions.  

Team Member Skills

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $185.00

High performance teams produce more with less and meet their customers’ needs with products and services that are both timely and high quality.  Team Member Skills is designed to help participants develop their teaming skills to achieve higher levels of effective performance and teamwork by introducing them to the process of working as members of a team.  By attending the workshop you will be able to describe benefits of teamwork, understand behavioral style of self and others, improve conflict management skills, give and receive feedback, and, use team problem solving and communication skills.
Diversity in the Workplace

Content Format:  Classroom
Learning Time: 1 day 

Tuition:  $95.00

Diversity in the Workplace teaches you how to work more productively in a culturally diverse setting, appreciate workplace diversity as a plus instead of a minus, and improve the quality of work relationships with fewer miscommunications and misunderstandings.

Seven Habits of Highly Effective People

Content Format:  Classroom
Learning Time: 3 days  

Tuition:  No Cost

Seven Habits workshop is about making people effective so that they, in turn, can make their organizations effective.  Quick-fix solutions do not work in this environment.  Piecemeal improvements are futile.  Only those organizations that have made the effort to build a solid foundation of highly effective people will move surely and safely toward their destinations.  In today’s business environment, it’s not enough to do things differently.  You must do different things.  The 7 Habits workshop will help you and the people in your organization change the fundamental way they approach their jobs, relationships, problems and opportunities by breaking common ineffective behaviors and tendencies, creating high levels of trust, and develop strong interdependent relationships.

Developing Win-Win Partnerships

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Developing Win-Win Partnerships is designed to help you learn how to develop and implement effective win-win agreements with various types of stakeholders.  The content will focus specifically on Habits 4, 5, and 6.

Influencing

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $278.00

Influencing is designed for you to develop the focus and flexibility to influence while building and maintaining beneficial relationships.  You will learn a model of productive and effective influence behavior; understand one’s personal influencing style;  understand how to build successful influence relationships that are mutually beneficial and useful to the organization; and develop a strategic approach to influencing—focusing on purposes and goals and choosing appropriate behaviors to achieve results.

Handling Conflict

Content Format:  Classroom
Learning Time:  2 days  

Tuition:  $155.00
Handling Conflict helps participants learn to approach conflict situations constructively, resolve them effectively and develop collaborative relationships. Workshop methodology includes situation response video using a case study. Participants will learn how to distinguish between constructive and destructive conflict, understand how constructive conflict management practices can move organizations toward high performance, innovation, increased productivity, apply collaborative problem solving techniques, identify one’s conflict resolution style and develop their ability to adopt and use the style most effective for each situation, and increase effectiveness in resolving conflicts. 

Negotiating Successfully

Content Format:  Classroom
Learning Time: 2 days  

Tuition:  $285.00
Negotiating Successfully shows participants how to negotiate successfully by turning face-to-face confrontation into side-by-side problem solving.  This method of negotiating works by attacking the problem, not the person.  Joint problem-solving will generate better results for both sides and lead to stronger working relationships both inside and outside of your organization. After assessing their own negotiating style, participants practice a five-phase, non-adversarial negotiating process.  And because negotiation is a two-way street, they learn how to explore what each side really wants.  By identifying the needs of each side, they are able to devise options to satisfy those needs.  Finally, participants learn how to formulate a solid proposal to reach mutually satisfactory agreements.
Meeting Advantage

Content Format:  Classroom
Learning Time:  1 day  

Tuition:  $135.00
Meeting Advantage teaches participants to prepare effectively before a meeting, participate productively during a meeting, and perform successfully after a meeting. Participants gain a whole new perspective on the cost and value of meetings, meeting types and strategies, alternatives to meetings, room set up and teleconferencing options, and how to decide whether to have a meeting at all. You learn how strong and weak interpersonal skills impact meeting performance, and what you can do to ensure good planning, execution, and follow-up. 

Building Productive Relationships

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $155.00

One of the keys to increased organizational performance is an employee’s ability to influence his or her peers in order to accomplish the goals of the organization.  As organizations become flatter and work teams become more cross functional and self managed, there are significantly greater demands on employees to contribute to the organization’s goals with a minimum of guidance and direction from managers.  As a result, front-line employees need to know how to convince others that their ideas make sense.  They need to be able to listen to other’s ideas and trust that they are following an effective course.  In order to effectively influence others, people need to be able to build strong relationships across teams and at all levels of the organization.  Building Productive Relationships improves the effectiveness of employees in building these relationships, getting their ideas across and influencing people in the organization whose support they need to achieve optimum performance.
Dealing with Team Differences

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $155.00

Dealing with Team Differences helps team members and team leaders learn skills to resolve conflicts effectively. Using videos and a proven survey instrument, the program shows participants how to diagnose sources of conflict, identify their own conflict resolution style, and examine alternative styles for dealing with conflict situations. They learn to apply a powerful five-step process for refocusing potentially destructive situations into truly productive interactions and practice critical non-defensive communication skills such as active listening and self-assertion. 
The workshop concludes with the creation of personal development plans and action plans aimed at dealing with conflicts currently confronting participants.
EEO Workshop for Employees

Content Format:  Classroom
Learning Time:  1 day

Tuition:  $125.00

EEO Workshop for Employees is designed to provide all employee levels with an understanding and awareness of the laws enforced by the U.S. Equal Employment Opportunity Commission.  Participants will gain in-depth understanding about their role and responsibilities in creating and maintaining a bias-free work environment.

Communicating with Co-workers

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Communicating With Co-Workers offers the participants suggestions for communicating with individuals who hold various roles in an organization, such as peers, supervisors, subordinates, and customers/vendors. This program also offers guidelines for promoting ideas and handling human resource issues, such as negotiating raises and dismissing subordinates.  Participants will learn to interact with an ineffective supervisor, take the appropriate steps to apologize to a subordinate and use the appropriate tactics to refuse a subordinate's request
Communicating to Build A Positive Culture

Content Format:  NAVSEA E-Learning
                    Learning Time:  1–2 hours

Tuition:  No Cost

Communicating to Build a Positive Culture gives participants an overview of the dimensions of organizational culture and how communication perpetuates an organization's culture. This program also defines what a cultural network is and offers guidelines for using the cultural network to your advantage. Participants will learn to recognize characteristics of a positive organizational culture, use the cultural network to your advantage, avoid disadvantages of using the cultural network, and dispense information using the cultural network and follow guidelines for building a supportive climate in an organizational culture.

Working with Difficult Employees

Content Format:  NAVSEA E-Learning
                    Learning Time:  1–2 hours

Tuition:  No Cost

Working with Difficult Employees details characteristics and sources of difficult behavior, effective techniques to prevent difficult behavior in the workplace, and proper communication methods to build better relationships with difficult employees.  Participants will learn how to recognize the four types of difficult personalities, apply the proper motivational techniques for each personality type, differentiate between supportive and defensive language, apply the HELP acronym to prevent negative situations caused by difficult behavior, recognize potential obstacles to communicating effectively, and discipline a difficult employee by applying the correct process.

Overcoming Conflict with Communication

Content Format:  NAVSEA E-Learning
                    Learning Time:  1–2 hours

Tuition:  No Cost

Overcoming Conflict with Communication offers participants information for understanding and using communication to resolve conflict in a diverse team. The program covers the communication process, explains strategies for managing conflict, and lists guidelines for effective communication during team conflict.

Handling Difficult Co-Workers 

Content Format:  NAVSEA E-Learning
                    Learning Time:  1–2 hours

Tuition:  No Cost

Handling Difficult Co-Workers offers participants information on how to define difficult co-workers, cope with their difficult behavior, and resolve conflict caused by the negative behavior. The program describes the proper methods to address each difficult personality type, the appropriate techniques to use to cope with and manage difficult behavior, and the steps that create the conflict resolution process.

IPT Enhancing Winning Team Performance

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

This interactive workshop is recommended for all members of integrated process teams (IPTs) or any cross-functional working groups.  Key topics include how to develop essential skills for team success, understanding individual and team personality profiles, stages of IPT development, conducting effective meetings, and sharing lessons learned from ongoing team development.  Case studies and individual assessment tools enable each attendee to focus on their own preference styles as part of a winning team.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning.  

Communicating with Co-workers

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Communicating with Co-Workers offers participants suggestions for communicating with individuals who hold various roles in an organization, such as peers, supervisors, subordinates, and customers/vendors. This program also offers guidelines for promoting ideas and handling human resource issues, such as negotiating raises and dismissing subordinates.  Participants will learn to interact with an ineffective supervisor, take the appropriate steps to apologize to a subordinate and use the appropriate tactics to refuse a subordinate's request.

Resolving Team Conflict
Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Resolving Conflict in Teams, participants develop an understanding of the nature of team conflict and an awareness of different conflict resolution styles. Using the program's eight-step process for resolving conflict participants will also learn to differentiate between the content and process of conflict, understand why lack of team conflict is unhealthy, employ the eight-step process for resolving conflict, understand how power influences team conflict, apply six guidelines for handling opposition to their ideas, recognize and respond appropriately to their own and others' reaction to conflict.

Working in Diversified Teams 

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Working in Diversified Teams offers participants information for understanding diversity, being part of a diverse team, and resolving conflict in a diverse team. The program covers factors that contribute to team diversity, guidelines for effective communication, and approaches for achieving goals in a diverse team.  Participants will identify actions that help earn respect from diverse teammates, identify different approaches toward achieving goals in a diverse team and apply different approaches toward goals in a diverse team.

Teamwork Fundamentals

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Teamwork Fundamentals, participants will learn to be an effective team member. This course will teach participants how to communicate effectively with team members and adapt to their various personality styles.  Participants will learn to differentiate between traditional and self-directed work teams, address problems that occur within a team, identify your responsibilities as a team member, set appropriate team goals, and handle conflict within a team.

Managing Yourself Through Change

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Managing Yourself Through Change will help participants develop skills to proactively address change and meet the challenges of transition in the workplace. Participants will practice skills as you work with various employees to overcome the problems encountered when making changes in your organization.  Participants will identify the different levels of change, develop the traits of a change leader, prepare a plan for a change and identify why employees resist change.

Diversity:  What Employees Should Know

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Diversity: What Employees Should Know, participants learn what diversity is and how it influences their relationships with others. They learn to differentiate between and overcome-stereotyping, prejudice, and discrimination. They acquire the communication skills they need to build on the advantages that a diverse workplace offers.  Participants will learn to understand the benefits of valuing diversity, identify cultural differences, recognize the four basic personality styles, avoid discriminating against others and to communicate effectively within a diverse workplace.

Recognizing Aggressive Behavior

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Recognizing Aggressive Behavior, participants will learn why workplace aggression is an important issue that they must be able to identify in their workplace. They will learn what sources contribute to workplace aggression, as well as the three stages of aggressive behavior. Upon completing this program, participants will also be able to identify the nine profiles of aggressive employees and the kinds of organizations that foster aggressive behavior.

Defusing Aggressive Behaviors  

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Defusing Aggressive Situations, participants will learn the most effective way for addressing aggressive employees. They will learn what steps they should take to communicate with an employee who has behaved aggressively, as well as how to handle a situation that has become violent.  In addition, they will learn how to help employees adjust after a violent situation has occurred, use appropriate communication techniques when addressing an employee who behaves aggressively and offer employees the proper kind of assistance as they adjust after an incident.

Team Communication

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Team Communication, participants learn to develop their ability to communicate effectively as members of a team. Participants will learn to understand the factors that cause breakdowns in team communication, understand the two ways power can influence communication, distinguish between, and select appropriately from, the different types of verbal communication, use positive nonverbal communication, listen actively and respond appropriately to team members' comments and questions and effectively handle team members' responses to their ideas.

Developing Rapport through Communication

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Developing Rapport Through Communication offers participants an overview of the information required to develop communication fundamentals, enhance connections, and create impact with language. The program details how to communicate effectively in writing, in one-to-one and one-to-many conversations, and through nonverbal cues. The program also details how to make a good first impression, build rapport, establish credibility, and make a message memorable.

Resolving Team Conflict

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Resolving Conflict in Teams, participants develop an understanding of the nature of team conflict and an awareness of different conflict resolution styles. Using the program's eight-step process for resolving conflict participants will also learn to differentiate between the content and process of conflict, understand why lack of team conflict is unhealthy, employ the eight-step process for resolving conflict, understand how power influences team conflict, apply six guidelines for handling opposition to their ideas, recognize and respond appropriately to their own and others' reaction to conflict.

Decision Making in Teams 

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Decision Making in Teams, participants explore the process of reaching consensus, examine the challenges of doing so, and develop 

the ability to make positive contributions to team decisions.  You will learn how to apply best practices for making team decisions, understand and avoid 'groupthink,' in which team members become complacent about thinking independently act appropriately to influence biased team members, rate team options against predetermined criteria and identify and avoid attitudes and behaviors that defeat consensus.

Positively Influencing Others

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Positively Influencing Others offers participants an overview of the information required to influence others through nonverbal communication and language, and covers how to use influence to empower people. The program details how participants can enhance his or her level of influence by listening actively, understanding various modes and sensory systems, building rapport, and responding appropriately to verbal attacks. In addition, the program details the process for empowering others.

What Matters Most

Content Format:  Classroom
Learning Time:  1 day




Tuition: $125.00 

This time management workshop was designed for the entire business of living, not just the demands of eight to five.  What Matters Most helps you focus on time, energy, and resources on the things that are most important to you.  It is an ideal first-time workshop or an excellent renewal course for those who have experienced Seven Habits of Highly Effective People or First Things First.  Participants will learn ways of discovering governing values, roles, and personal mission statement, planning long-range goals, building a weekly compass and acting daily in accordance with What Matters Most. 
Seven Habits of Highly Effective People

Content Format:  Classroom
Learning Time:  3 days


Tuition:  No Cost

No organization can succeed until individuals within it succeed.  No group can achieve its objectives until its people achieve theirs.  That’s what the 7 Habits workshop is about making people effective so that they, in turn, can make their organizations effective.  Quick-fix solutions do not work in this environment.  Piecemeal improvements are futile.  Only those organizations that have made the effort to build a solid foundation of highly effective people will move surely and safely toward their destinations.  In today’s business environment, it’s not enough to do things differently.  You must do different things.  The 7 Habits workshop will help you and the people in your organization change the fundamental way they approach their jobs, relationships, problems and opportunities by breaking common ineffective behaviors and tendencies, creating high levels of trust, and developing strong interdependent relationships.

Directing Your Development

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $195.00

Directing Your Development is fundamentally about the critical role managers play in developing and unleashing the talents of the people who report to them. This workshop was developed in recognition of the fact that every employee must take primary responsibility for his or her own performance and career development. Enabling employees to direct their own development in ways that maximize their value and contribution to the organization and their satisfaction from their jobs and careers is the best way to optimize available resources and "do more with less." This workshop strengthens the ability of employees to plan and direct their own development. It prepares employees to communicate with their managers about their performance, talents and development interests. As a result, it produces greater alignment of expectations and needs and stimulates the motivation of employees to take responsibility and initiative.
Working in a Changing Environment

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $295.00

Working in a Changing Environment was is designed to help participants understand the process and dynamics of change, identify their role in the change process and develop strategies to overcome resistance to change. Participants answer the following questions: (1) what are the forces causing change? Where are they coming from?
(2) What are our options in responding to the change? (3) What will be different for me as a result of the change? (4) How can we reduce our stress as we incorporate change and move forward?, and (5) How can we use change as a growth experience?
Emotional Intelligence for
Personal Leadership

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $860.00

Emotional Intelligence for Personal Leadership provides you the foundation for developing emotional intelligence.  Note:  To learn more about EI refer to the website—www.ihhp.com.  Through a series of learning activities, you will understand the five components of emotional intelligence, learn how to build emotional intelligence in one’s professional and personal life, assess your emotional intelligence and develop an action plan to optimize/leverage performance and learn how to become an “emotional coach.”

Stress Management

Content Format:  Classroom
Learning Time:  1 day  

Tuition:  $225.00

Up to 75 percent of all time lost in the workplace is stress-related. The workplace-and life itself-is full of stress. The solution to stress lies in finding effective ways of dealing with its real causes, not just the symptoms. In the Stress Management seminar, you'll receive powerful tools that will help you become more stress-resistant and improve how you respond to stress in your life. Participants will learn how the body responds to stressful situations and why, why stress is one of the leading causes of disease in the United States, how to use the Reality Model to help identify the causes of stress in one’s life and change response to them, four ways to become more stress-resistant, new ways to resolve stress-induced problems, and five ways to control a stress response. 

Retirement Planning

Content Format:  Classroom
Learning Time: 2 days  
Tuition:  $168.00

As the employee looks forward to retirement, many questions arise. Retirement Planning seminar discusses, in depth, considerations necessary for planning a smooth transition into retirement. The following topics below are presented in an upbeat but realistic format: adequate time will be given to questions.  They are: CSRS, Offset Benefits, FEGLI, FEHBP, Disability, Creditable Service, High-Three Average Salary, Deposit/Redeposit, TSP (Withdrawal Options Included), Annual and Sick Leave, Best Date to Retire
COLA's, Calculating Part-Time Service, Survivor Benefits, Long-Term Health Care, Social Security and Medicare, Tax Planning, and Financial Planning.  This seminar is targeted for employees with 5-10 years or less until retirement eligibility.
Mid-Career Financial Planning

Content Format:  Classroom
Learning Time: 2 days 

Tuition:  $168.00

In today's ever-changing financial environment, it is crucial to begin or at least consider planning for retirement early.  This course is designed to highlight the foundations of benefits available within Federal Service and then explore options to maximize them.  All aspects of FERS, Trans-FERS, CSRS, CSRS-offset employee programs will be examined.  Then, a common sense approach to common sense financial planning will follow showing the attendees how to take the fear out of financial planning and how to become a wise financial consumer.  Topics to be covered includes: CSRS and FERS, Social Security Implications, TSP, Insurance Needs, Benefits and Options to include FEGLI and FEHBP and Financial and Estate Planning. This seminar is targeted for employees with 10-15 years of service.
 

Resume Writing

Content Format:  Classroom
Learning Time:  1 day

Tuition:  $140.00

Resume Writing provides participants with the keys to an effective resume and cover letter. Participants will explore three popular resume formats and identify the benefits and shortcomings of each format, discuss the do’s and don’ts for preparing a resume, determine the format and prepare a good first draft of a resume, and, learn how to write a cover letter that achieves results.
Interviewing and Networking Process 

Content Format:  Classroom
Learning Time: 1 day 

Tuition:  $80.00

Success in your search not only depends on excellent qualifications, about also on developing contacts and job leads.  The Interviewing and Network Process workshop takes participants through the networking steps of information gathering, interview questions, dialogue, and thank you letters.

Managing Yourself Through Change

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

anaging Yourself Through Change will help participants develop skills to proactively address change and meet the challenges of transition in the workplace. Participants will practice skills with various employees to overcome the problems encountered when making changes in your organization.  Participants will identify the different levels of change, develop the traits of a change leader, prepare a plan for a change and identify why employees resist change.

Time Management

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Time Management, participants learn how to identify the activities involved with a project and construct a network diagram based on those activities. They learn how to differentiate among tasks, activities, and events, convert an activity list into a network diagram, differentiate between bottom-up and top-down estimating, calculate expected activity completion time, identify how CPM, PERT, and GERT are used for schedule development, apply methods of duration compression during schedule development.

Stress Management 

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost
Stress Management prepares participants to identify the warning signs of excessive stress and identify its personal, social, and professional sources. Armed with proven techniques for combating stress, participants are able to take appropriate action to reduce its presence in their lives. They also learn to recognize the stages of stress, understand the difference between positive and negative stress, recognize the four stages of burnout, apply time management, goal setting, communication, and conflict management techniques to reduce external sources of stress, make attitudinal, psychological, and physical changes to reduce internal sources of stress.

Developing a Plan (Time Management)

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Developing a Plan helps participants understand time management by helping them determine how they currently spend time, offering ways for them to spend time more efficiently. The program covers how to evaluate the use of time, how to identify goals and set priorities, and how to develop an overall time management plan. The program focuses on the Pareto principle and how it affects the use of time on a daily basis. Students also learn how to price their time, how to conduct a time audit, and how to correctly identify and control poor time management.

Overcoming Challenges (Time Management)

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost
Overcoming Challenges gives participants an overall view of how to control time in order to improve productivity. The program covers how to control productivity by dealing with people, and managing information and offers the student techniques to overcome time management challenges. The program also covers handling interruptions, keeping meetings productive, and organizing paperwork, identifying and overcoming personal time wasters.

Planning Your Day

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours
Tuition:  No Cost

Planning Your Day gives participants an overall view of how to manage their time on a daily basis to increase their productivity. The program covers how to develop a daily plan, how to manage technology, and how say ''no'' to doing too much. The program focuses on planning, scheduling, and concentration skills. It also covers how to handle e-mail, the Internet, and the telephone productively.  Participants will learn to identify the benefits of planning, arrange the steps for planning a day, and identify tasks not to schedule.

Developing a Career Strategy
Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Developing a Career Strategy offers participants an overview of how to define career aspirations, develop career goals, and create effective career strategies. The program covers in detail how to identify personal preferences, develop skills to help career advancement, and explore career options. It also describes the stages of career development and explains guidelines for evaluating careers.  Participants will learn to overcome pitfalls of career exploration, follow steps for setting career goals, and identify stages of career development.

Excelling in Your Career

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Excelling in Your Career offers participants an overview of how to excel at work, market personal skills, and stay competitive in his or her career. The program covers in detail the guidelines to maintain productivity, steps to develop self-discipline, steps to develop an effective professional image, the advantages and disadvantages of self-study and formal education, and the guidelines to maintain work performance and morale.

Professional Networking

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost


Professional Networking offers participants an overview of how to network for career advancement, seek career guidance, and develop a career network. The program covers in detail the steps for networking effectively, steps for communicating effectively, steps for building beneficial relationships inside and outside an organization, the difference between a mentor and coach, and the steps for choosing a mentor or coach.

Increasing Assertiveness

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Increasing Assertiveness, participants learn how to identify the sources of their self-esteem and then use techniques, such as good verbal communication skills, to enhance their self-esteem. Participants also learn how to manage conflict and their emotional responses to various situations in order to become more assertive, understand the effects of self-fulfilling prophecies, identify four fears that inhibit the expression of anger, and identify passive, assertive, and aggressive nonverbal communication.

An Introduction to Leading Organizational Change

Content Format:  Classroom
Learning Time: 3 days  

Tuition:  None
An Introduction to Leading Organizational Change provides the opportunity to practice key problem-solving and decision-making skills. You’ll learn how to empower yourself and other team members through more effective negotiation. You’ll gain a clear understanding of why concise communication is so important—regardless of how a project is organized. And you’ll discover how your individual leadership style influences the course a project will take.  Course utilizes revealing case studies and practical exercises to explore various leadership styles, learn how to win the confidence of your peers, and discover innovative ways to resolve conflicts so that a project stays on track.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Writing Effective E-mail Messages

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Writing Effective E-mail Messages teaches participants how to write effective e-mail messages. The program covers the differences between writing online and traditional paper-based writing, how to achieve your e-mail message objectives, the importance of using correct punctuation, how to construct effective sentences and paragraphs, and how to edit your e-mail messages. The program also focuses on the importance of using specific words to avoid vagueness and using active voice rather than passive.

E-mail in the Workplace

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

E-Mail in the Workplace provides participants an overall view of how to use e-mail effectively. The program covers e-mail basics, such as how to write effective messages, e-policies, and how to use e-mail accessories and passwords. The program focuses on the influences of e-mail, when to choose e-mail over other types of communication, how to avoid writing inappropriate messages, how and when to attach files, and how to prevent your password from being stolen.

Using E-mail to Communicate Successfully

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Using E-mail To Communicate Successfully gives participants an overview of the essentials of communicating via e-mail. The program covers how to take advantage of both the header and text box when creating an e-mail message, the benefits of considering your recipient, how to manage e-mail volume, and the importance of following netiquette guidelines. The program focuses on how to write an effective subject line, the best way to relay information, how to prepare for recipient reactions, and how to use emoticons effectively.

IT Management Learning Strategies

The Corporate Learning and Development Division does not sponsor on site information technology training. A recommended source for a wide variety of IT training is the Graduate School, USDA.  The web site is www.grad.usda.gov.  

If you would like personal assistance in identifying the appropriate workshop to meet a developmental need, please contact Ms.Anita Smoot at (202) 781-3188.

NAVSEA New Employee Orientation

Content Format:  Classroom
Learning Time: 2 ½ days  

Tuition:  No Cost

The NAVSEA New Employee Orientation provides all employees and military personnel newly appointed to NAVSEA HQ an understanding of the NAVSEA culture, Corporate Strategy, work processes, and organization of the directorates, the PEOs and the field organization.   Presentations are made by NAVSEA HQ senior managers and specialists.

NAVSEA Acquisition Process Overview

Content Format:  Classroom
Learning Time:  2½ days


Tuition:  None

The NAVSEA Acquisition Process Overview introduces the major phases of ship and ship systems acquisition.  It also provides an understanding of how work in functional areas (financial management, contracting, engineering, logistics, program management) contribute to the process.  Recommended for all acquisition workforce members and members of both Budget Analysis and Management and Program Analysis Career Fields.

An Introduction to Leading Organizational Change

Content Format:  Classroom
Learning Time: 3 days  

Tuition:  None
An Introduction to Leading Organizational Change provides the opportunity to practice key problem-solving and decision-making skills. You’ll learn how to empower yourself and other team members through more effective negotiation. You’ll gain a clear understanding of why concise communication is so important—regardless of how a project is organized. And you’ll discover how your individual leadership style influences the course a project will take.  Course utilizes revealing case studies and practical exercises to explore various leadership styles, learn how to win the confidence of your peers, and discover innovative ways to resolve conflicts so that a project stays on track.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Seven Habits of Highly Effective People

Content Format:  Classroom
Learning Time:  3 days


Tuition:  No Cost

No organization can succeed until individuals within it succeed.  No group can achieve its objectives until its people achieve theirs.  That’s what the 7 Habits workshop is about making people effective so that they, in turn, can make their organizations effective.  Quick-fix solutions do not work in this environment.  Piecemeal improvements are futile.  Only those organizations that have made the effort to build a solid foundation of highly effective people will move surely and safely toward their destinations.  In today’s business environment, it’s not enough to do things differently.  You must do different things.  The 7 Habits workshop will help you and the people in your organization change the fundamental way they approach their jobs, relationships, problems and opportunities by breaking common ineffective behaviors and tendencies, creating high levels of trust, and developing strong interdependent relationships.

NAVSEA New employee Orientation

Content Format:  Classroom
Learning Time: 2 ½ days  

Tuition:  No Cost

The NAVSEA New Employee Orientation provides all employees and new military personnel newly appointed to NAVSEA HQ an understanding of the NAVSEA culture, Corporate Strategy, work processes, and organization of the directorates, the PEOs and the field organization.   Presentations are made by NAVSEA HQ senior managers and specialists.

Building Trust

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Building Trust is an interpersonal skills workshop focusing on increasing trust through improving the character, competence, and individual relationships within an organization.  The effects of increased trust reach deep into the heart and soul of individuals and organizations.  Why? Because trust lies at the core of leadership and effective human interactions.  

Getting to Synergy

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Getting to Synergy is designed to assist personal leaders to leverage diversity of all types—including differences in thought, opinion, and work style—for better problem solving, innovation, and decision-making.  It explores paradigms about diversity, discusses the effects of trust on team dynamics, and includes personal and team action planning—all to improve its decision-making, problem-solving, and innovation capability by improving its synergizing skills. 

Developing Win-Win Partnerships

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Developing Win-Win Partnerships is designed to help you learn how to develop and implement effective win-win agreements with various types of stakeholders.  The content will focus specifically on Habits 4, 5, and 6.

Focusing on Results

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

Focusing on Results emphasizes the importance as well as the actions necessary to stay focused on achieving results. Each employee within an organization must maintain focus on achieving results and the importance it has to the organization. Employees must understand that even without authority they still have influence to the success of company goals. Employees must harvest their influence and use it appropriately to their advantage.   Participants will learn to identify reasons for aligning goals with values, identify a strategy to beat procrastination, identify key characteristics of motivated people, differentiate between the roles of leadership and power in influencing people, and identify useful questions to help determine the effectiveness of your leadership.

Personal Accountability

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Personal Accountability participants will learn the importance as well as the actions necessary to stay focused on achieving results. Each employee within an organization must maintain focus on achieving results and the importance it has to the organization. Employees must understand that even without authority they still have influence to the success of company goals. Employees must harvest their influence and use it appropriately to their advantage.  Participants learn to identify the effects of being caught in the victim cycle, identify reasons for using action words in questions, differentiate between positive and negative coaching behaviors, differentiate between accountability and responsibility, differentiate between direct and indirect accountability and differentiate between influence and manipulation.

Balancing Your Personal and Professional Life

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Balancing Your Personal and Professional Life, participants learn how to establish priorities and make their daily life reflect those priorities. Participants explore ways to identify and manage the sources of stress in their life and pursue lifestyle changes in order to help manage various sources of stress.  Participants also learn to differentiate among values, needs, and wants, take actions to make your daily life reflect your priorities, use communication to manage stress, and to take actions to become more organized at work and at home.

Motivating Yourself to Perform

Content Format:  NAVSEA E-Learning
Learning Time:  1–2 hours

Tuition:  No Cost

In Motivating Yourself to Perform, participants learn how to apply strategies that enable them to overcome procrastination. They also learn how to apply strategies to enhance self-discipline with affirmations, use three steps to exercise more self-discipline, change bad habits using self-leadership and foster motivation for unrewarding tasks.
 

COTS-Based Systems for Program Managers

Content Format:  Classroom
Learning Time:  1 day


Tuition:  None

COTS-Based Systems for Program Managers provides ACAT I/II Program Managers and Deputy Program Managers an overview of how COTS-based systems impact acquisition strategies and their leadership role in building COTS-based systems into their programs.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Configuration Management for the New Acquisition Environment

Content Format:  Classroom
Learning Time:  3 days

Tuition:  None

Configuration Management for the New Acquisition Environment provides acquisition workforce members with an understanding of, and the methodology for controlling the design, development, and production of highly complex weapons systems, the life cycle aspects of configuration management (CM) activities, and the necessary interrelationship of CM and integrated logistics support.  Recommended for program management, systems engineering, and logistics workforce members.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Earned Value

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

Earned Value provides the fundamental principles of earned value, along with numerous practical exercises to reinforce application.  It successfully integrates this technique into the broader context of cost management and performance-based contracts.  Attendees will gain valuable insight into state-of-the-art performance measurement methods, how to use earned value for successful planning and management, and the key drivers for improving value in today’s acquisition process.  Recommended for program management and business/financial management workforce members.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Evaluating Production Readiness

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

Evaluating Production Readiness provides a practical approach to identifying and minimizing risks prior to beginning program production.  This approach has been successfully applied to develop commercial products and Government systems over the spectrum of consumer product modifications to complex major systems requiring development of advanced technologies.  It addresses activities of both Government and contractor employees.  It provides a comprehensive systems approach to assessing production readiness, including readiness of the product design, the industrial resources, production engineering and planning, and material and purchased parts, quality and logistics, and field support.  Recommended for program management, production, systems engineering, and logistics workforce members.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Federal Appropriations Law

Content Format:  Classroom
Learning Time:  4 days


Tuition:  None

Federal Appropriations Law provides an overview understanding of the process by which Federal agencies receive Congressional funding:  organic or enabling act, authorization, and finally appropriations.  It also covers GAO decisions affecting appropriations.  The course is primarily for acquisition workforce members, but non-members (e.g., budget analysts) may apply on a space-available basis and, if space is available, be enrolled within 25 days of class start.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Fleet Modernization Program Overview

Content Format:  Classroom
Learning Time:  2½ days


Tuition:  None

Fleet Modernization Program Overview provides an understanding of all program planning and execution policies and processes.  Because of its importance to our primary mission of serving the Fleet, the Overview is recommended for all program management, logistics, and systems engineering personnel.

NAVSEA Acquisition Process Overview

Content Format:  Classroom
Learning Time:  2½ days


Tuition:  None

The NAVSEA Acquisition Process Overview introduces the major phases of ship and ship systems acquisition.  It also provides an understanding of how work in function areas (financial management, contracting, engineering, logistics, program management) contribute to the process.  Recommended for all acquisition workforce members and members of both Budget Analysis and Management and Program Analysis Career Fields.

Strategic Issues in Major Systems Acquisition

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Strategic Issues in Major Systems Acquisition provides an intensive review and integration of recent major Federal Acquisition changes/trends, as viewed from an executive-level perspective.  It is an excellent update in current policy and proposed events for attendees in engineering, contracting, financial, and project management disciplines.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Engineering of Systems for Navy Interoperability

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Engineering of Systems for Navy Interoperability provides a review of the systems engineering model for use in developing systems, equipment, etc. in the Department of the Navy.  Consistent with the DoD 5000.2R definition of systems engineering (SE), the course shows how to apply the model in the context of Navy and DoD requirements for interoperability.  A participative Navy case study helps to reinforce the concepts and process.  Recommended for systems engineering workforce members.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Modeling and Simulation for Acquisition Professionals

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Modeling and Simulation for Acquisition Professionals provides a broad understanding of DoD modeling and simulation concepts, organizations, and issues.  Recommended for systems engineering and program management workforce members.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Network Centric Warfare Overview

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Network Centric Warfare Overview presents the Navy’s new strategy for distributed war fighting in the 21st Century by presenting a shift from platform-centered, attrition-style operations to a new model based on enhanced speed of command and dynamic, real-time reorganization of sensors and shooters to meet changing mission requirements.  Discussion includes already-developed concepts and building blocks, emerging challenges, and an array of new opportunities to make network-centric warfare a reality.  Recommended for systems engineering and program management workforce members.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Systems Engineering:  The People Dimension

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None
Systems Engineering: The People Dimension defines the role of managers and leaders in developing a discipline of systems engineering within their organization.  It focuses on the human side of the systems engineering process.  The learning objectives of this course are to gain insight of the goal, technical, managerial, and people segments of the systems process from inputs through processes to outputs, and to understand the technical and behavioral skills needed to deal with complexities, resolve problems, organizational culture, incentives, leadership, and leadership/management differences.  Recommended for systems engineering workforce members of the same and collaborating work units.  To register, go to www.register.now.cms.navy.mil and select Continuous Learning.

Basic Negotiation Strategies

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Basic Negotiation Strategies provides strategies, tactics, and skills to use in negotiating in contract formation and contract administration.  Key phases in the negotiation process are covered.  The course features videotaped in-class negotiation exercises.  Recommended for contracting and other workforce members preparing for negotiations.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Best Value Basics

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None
Best Value Basics focuses on the use of best value criteria in making a source selection.  Coverage includes legal, regulatory, and policy background; acquisition strategy and planning in applying best value; preparing, scoring, evaluating, selecting, and negotiating the best value proposal.  Recommended for program management, contracting officers, and other workforce members preparing for procurement.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

.

Contract Law

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Contract Law provides knowledge about the impact of Government contract law on all phases of acquisition.  It is of particular value to acquisition workforce members involved in procurement or in monitoring an existing contract.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Contracting Officer’s Representative (Basic and Refresher)

Content Format:  Classroom
Learning Time:  3 days (Basic)

             On-Line (Refresher)
3-5 hours (Refresher)


Tuition:  None

Contracting Officer’s Representative (Basic) is mandatory for all new Representatives.  The course provides comprehensive, tailored training on managing the contract award and performance situations facing CORs and COTRs.  Emphasis is placed on actions that should be taken, as well as those that should not be taken, to anticipate, identify and resolve contract problems.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning.

Contracting Officer’s Representative (Refresher) is mandatory for experienced Representatives and must be completed every three years after completion of the Basic course.   The on-line course, title COR Mentor, is accessed at www.faionline.com 

Incentive Contracting

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

The Incentive Contracting seminar covers:  introduction to incentives, contractual incentives in the FAR, analysis of contractual incentives, advantages and disadvantages of contractual incentives, what award term incentives are, and planning, designing, and administering award term incentives.  Recommended for contracting workforce personnel.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Market Research

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

Market Research examines the Federal Acquisition Streamlining Act and the Federal Acquisition Reform Act as the bases for issuing a solicitation and awarding a contract for commercial items.  The definition, roles and responsibilities, and process of market research are examined.  Recommended for contracting and other workforce members preparing for procurement.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).
Performance-Based Task Orders for Professional Support Services

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

Performance-Based Task Orders for Professional Support Services offers acquisition workforce members a creative and flexible way to meet mission objectives and provide for maximum customer support.  This course is required for those in NAVSEA who write and review support services task orders.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).
Performance-Based Service Acquisition

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Performance-Based Service Acquisition is designed for personnel who must work with program officials to plan, award, and administer performance-based contracts.  This course provides an overview of performance-based methods and how to determine when they are appropriate.  Recommended for personnel involved with service acquisition and interested in transitioning to or 

implementing PBA.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Small Business Program and Required Services
Content Format:  E-Learning
Learning Time:  ½ day


Tuition:  None

Small Business Program and Required Services provides knowledge and awareness of the DoN Small Business Program and the best possibilities.  The course practices for identifying and utilizing small businesses in carrying out acquisition reset is mandatory for all contracting personnel and those program management personnel who prepare Standard Forms 450 or 278.  To register, go to http://smallbusiness.nfact.navy.mil.  The course uses plug-ins that will come through the NAVSEA or NMCI firewalls.   You may wish to reserve time on the NAVSEA Virtual Learning Center computers, which are outside the firewall.  To schedule time contact Ann Greer at (202) 781-0608.

Writing Better Performance Statements of Work

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Writing Better Performance Statements of Work demonstrates how to lay a solid foundation for any service contract by establishing a sound performance-based approach from the start.  The course focuses on the use of draft solicitations; team development of the work breakdown structures and task identifications; conversion of cost-plus requirements to fixed-price; use of incentives, deductions, and penalties in connection with performance goals; and application of specific cost and performance measurement techniques, quality assurance surveillance plans, and quality-related evaluation factors.  Recommended for program management and other workforce members planning a procurement.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Basics of Contracting

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

Basics of Contracting covers DoD contracting policies and regulations, types of contracts, the acquisition process, financial management, performance specifications, and performance-based statements of work.  Course participants should leave with an understanding of which types of contracts to use for different procurements, how to deal with problem contractors, and how to track costs vs. progress. To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).



NAVSEA Planning, Programming, and Budgeting Systems (PPBS)

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

This course familiarizes participants with the system employed by the Naval Sea Systems Command to develop budgets.  The course focuses on the Planning, Programming, and Budgeting System and the responsibilities of the budget analyst within this system.

Analyzing Fund Usage Documents

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

This course will familiarize participants with the major fund usage documents and the responsibilities of budget, accounting, and financial personnel in analyzing these documents.

Navy Budget Policies and Procedures

Content Format:  Classroom
          Learning Time:  2 days


Tuition:  None

This course will familiarize participants with the basic concepts, exhibits, and responsibilities used by the Naval Sea Systems Command to develop the O&M,N budget.  Prerequisite is NAVSEA PPBS course or equivalent.

Other Procurement, Navy and Weapons Procurement, Navy Budgets (OPN/WPN)

Content Format:  Classroom
Learning Time:  1 day


Tuition:  None

This course gives participants an overview of the OPN/WPN appropriations.  Prerequisite is NAVSEA PPBS course or equivalent.

Research Development, Test and Evaluation, Navy Budget (R,D,T, & E)

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

The goal of this course is to familiarize participants with policies and procedures used by the Naval Sea Systems Command to formulate and execute R,D,T,&E budgets.  Prerequisite is NAVSEA PPBS course or equivalent.

Navy Budget Presentation and Justification

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None

This course covers the process of presenting and justifying the Naval Sea Systems Command’s budgets before various levels of authority.  Prerequisite is PPBS course.

Operations and Maintenance, Navy Budget (O&M,N)

Content Format:  Classroom
Learning Time:  2 days


Tuition:  None
The course will familiarize participants with the O&M,N appropriation. Prerequisite is NAVSEA PPBS course or equivalent.

Shipbuilding and Conversion, Navy Budget (SCN)

Content Format:  Classroom
Learning Time:  1 day


Tuition:  None

This course will familiarize participants with the basic concepts and exhibits used to develop the SCN budget.  The purpose of the appropriation will be discussed as well as the major policies and procedures impacting budget development. Prerequisite is NAVSEA PPBS course or equivalent.



Management and Program Analysis
Content Format:  Classroom
Learning Time: 5 days 

Tuition: $700.00 

Elements of Analysis provide basic management and program analysis theories and methods.  It includes segments on identifying and defining organizational problems; identifying, collecting, and organizing relevant data; analyzing and identifying potential solutions; and writing reports to management.

Advanced Analysis

Content Format:  Classroom
Learning Time: 5 days  

Tuition: $700.00 
Advanced Analysis provides experienced analysts the opportunity to plan and conduct a complex study; employ simulation to analyze proposed process changes; measure work using distribution and sampling models; and perform a feasibility analysis using OMB guidelines.

Management Advisory and Consulting

Content Format:  Classroom
Learning Time: 4 days  

Tuition: $675.00 
The Management Advisory and Consulting provides basic advisory skills for problem solving and interventions, negotiations, interviewing, and feedback presentations.

Program Evaluation

Content Format:  Classroom
Learning Time: 4 days  

Tuition:  $600.00
Program Evaluation defines program evaluation in operational terms, program definition, choice of a systematic approach, identification of relevant program information, and selection of evaluation methods, and analytical tools.

Statistics I

Content Format:  Classroom
Learning Time:  4 days  
Tuition: $600.00
Statistics I provides basic principles, concepts, and terms of the science of statistics.  Participants will identify statistical processes from frequency distribution to confidence intervals; apply the mechanics of collecting, analyzing, and presenting data; and understand statistical distributions and their application to management problems.

Statistics II

Content Format:  Classroom
Learning Time:  4 days  
Tuition: $600.00 

Statistics II will aid participants in recognizing when a need exists to apply statistical analysis to business process data; interpreting business and other statistical data to determine the most effective solutions; and communicating more effectively with the use of statistical data.

Organizational Planning

Content Format:  Classroom
Learning Time:  4 days  
Tuition: $600.00 

Organizational Planning provides an understanding of organizational structures and relationships and practical concepts and techniques for systematic organizational design.

Project Management (Basic)

Content Format:  Classroom
Learning Time:  3 days

Tuition:  None
Project Management (Basic) gives you the foundation, experience, techniques, and tools to manage each stage of the project life cycle, work within organizational and cost constraints, set goals tied directly to stakeholder needs, get the most from your project management team, and utilize state-of-the-art project management tools to get the work done on time and within budget.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Project Management (Advanced)

Content Format:  Classroom
Learning Time:  3 days


Tuition:  None

Project Management (Advanced), a 3-day course, is a project management “boot camp.”  It gives intensive instruction in project management fundamentals across the entire project life cycle, to include: 

· Proven strategies and practical tools for planning, executing, and controlling a variety of projects;

· Detailed and sophisticated instruction in the critical areas of scheduling key events, controlling costs, and managing risks;

· Define the scope of a project and manage within that definition;

· Identify and sequence tasks, estimate duration of tasks, schedule events and activities, plan for delays, control variances, manage costs, and utilize resources; and 

· Qualitative and quantitative techniques for identifying, analyzing, and mitigating risk, and the best ways and times to apply these techniques to the project environment.

To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).
An Introduction to Leading Organizational Change

Content Format:  Classroom
Learning Time: 3 days  

Tuition:  None
An Introduction to Leading Organizational Change provides the opportunity to practice key problem-solving and decision-making skills. You’ll learn how to empower yourself and other team members through more effective negotiation. You’ll gain a clear understanding of why concise communication is so important—regardless of how a project is organized. And you’ll discover how your individual leadership style influences the course a project will take.  Course utilizes revealing case studies and practical exercises to explore various leadership styles, learn how to win the confidence of your peers, and discover innovative ways to resolve conflicts so that a project stays on track.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).




“Make the most of yourself…for that is all there is of you.”

Those words from Ralph Waldo Emerson embody the critical nature and inherent responsibility organizations are facing when it comes to developing leaders at all levels within the organization.   Once considered the elite domain of senior-level management, leadership is now everyone’s business and responsibility.  Employees are expected to lead by example and take the initiative in preparing themselves to step into a leadership position.  On the other hand, management is expected to provide an opportunity for each leader’s personal and professional growth, while maintaining a high-performing, high-producing, safe, and effective work environment.  That’s the future, that’s the challenge, that’s the expedition   - developing leaders today for tomorrow.


Leadership today is shifting away from focusing on leader independence to encompassing whole populations of leaders within an organization who must work closely together every day to meet business goals or to fulfill customer expectations.  For that reason, we have taken a new, more aggressive and innovative approach to developing NAVSEA leaders and managing change.  For today and tomorrow, NAVSEA leaders need more robust skills in everything from mission setting and organizational alignment to team building, communications, organizational  “energy creation,” and change management.

















 

ILW Performance Focus and Outcomes

Specifically, the Impact Leadership Workshop will help newly selected supervisors, managers, and those individuals who have not participated in leadership training for several years to:

· Bring out your personal, guiding principles of leadership and personal sense of purpose as you identify your leadership priorities and practices.

· Define your strengths and weaknesses as a leader and use that information to improve your leadership effectiveness.

· Lead and communicate change effectively.

· Build effective teams that are united by clarity of purpose and mobilized by empowerment.

· Coach and develop others for improved performance.

· Plan and implement strategies for improving your personal, organizational, and interpersonal leadership.

The ultimate value of the Impact Leadership Workshop is to assist you to make a difference as a leader.  Impact leaders make a difference through their personal impact.  They also make those around them more effective.  Ultimately Impact Leadership makes the greatest difference by developing your leadership so that your work enhances the satisfaction of customers and contributes to the success of the business.

Impact Leadership Workshop Follow-Up Coaching

One-on-one leadership follow-on coaching offers a unique, positive opportunity for graduates of the Impact Leadership Workshop to move further on both personal and professional goals.  Using the data gathered in the five-day workshop (i.e., 360 degree feedback tool, MBTI, and development action plan), participants meet with a staff psychologist to discuss their developmental goals that were established at the conclusion of Impact Leadership Workshop, a post review of 360-degree data and its current relevance, individualized assistance with interpreting post program feedback, and support for continued professional growth and development. 

The Follow-Up Coaching consists of one-on-one and/or telephone sessions scheduled with two to three weeks upon graduating from Impact Leadership Workshop.

Impact Leadership Workshop Orientation and Sponsors Program

Built into the program is a half-day orientation workshop for perspective Impact Leadership participants and a full-day workshop for participants’ supervisors entitled “Sponsor Orientation and Coaching Overview Program.”  ILW Orientation is designed to familiarize participants with the workshop purpose and rationale, the various components of the Corporate Leaders Certificate Program, a mini-discussion on leadership in the 21st century, and distribution of pre-work materials. 

Following the ILW Orientation for participants, managers/supervisors of participants will be expected to attend the “Sponsors Orientation and Coaching Seminar.”  This seminar will focus on such topics as introduction to the strategic objectives of the development intervention and the Impact Leadership Workshop (ILW), an overview to core program components and the key concepts from ILW, a discussion on the sponsor’s role in supporting the ILW participants and their development, and sponsors’ expectations of the program from a participant’s perspective. 

Built into the Sponsor’s Orientation Program is a half-day coaching overview.  Effective sponsorship plays a vital role in ensuring the application of new leadership skills.  Research has shown that development is most effective when the participant’s manager and the organization support the learning and application of new skills.  In order for NAVSEA’s learning and development initiative to have the most impact, the sponsors and participants’ managers need to fully support and actively coach them.  Thus, Coaching Overview is designed to help sponsors:


· Develop the skills and strategies to challenge, facilitate and support the learning of ILP participants.

· Coach ILP participants as they try to apply their learning and insights from the program.








Lead Innovation and Change

· The Circle of Innovation by Thomas J. Peters, Tom Peters, Dean LeBaron

· Who Moved My Cheese? : An Amazing Way to Deal With Change in Your Work and in Your Life by Ken Blanchard and Spencer Johnson 

· Leading Change by John P. Kotter

· Built to Last by James C. Collins, Jerry I. Porras 

· Managing Transitions: Making the Most of Change by William Bridges 

· The Art of Innovation: Lessons in Creativity from Idea, America's Leading Design Firm by Tom Kelley, Jonathan Littman (Contributor), Tom Peters 

· The Change Monster: The Human Forces That Fuel or Foil Corporate Transformation and Change by Jeanie Daniel Duck 

· Winning Through Innovation: A Practical Guide to Leading Organizational Change and Renewal by Michael L. Tushman, Charles A., III O’Reilly (Contributor), Micheal L. Tushman

· Teaching the Elephant to Dance: The Manager's Guide to Empowering Change by James A. Belasco 

· Practice What You Preach: What Managers Must Do to Create a High-Achievement Culture by David H. Maister

Lead People

· High Five! The Magic of Working Together by Kenneth V. Blanchard, Sheldon Bowles, Don Carew, Ken Blanchard, and e-Parisi-Carew

· The Little Book of Coaching: Motivating People to Be Winners

· by Kenneth H. Blanchard, Don Shula, Ken Blanchard 

· The Heart of a Leader by Ken Blanchard  (Introduction), Kenneth H. Blanchard

· Fish! A Remarkable Way to Boost Morale and Improve Results by Stephen C. Lundin Ph.D., Harry Paul, John Cristensen 

· First, Break All the Rules: What the World's Greatest Managers Do Differently by Marcus Buckingham, Curt Coffman 

· The 21 Indispensable Qualities Of A Leader : Becoming The Person That People Want To Follow by John C. Maxwell

· Making Six Sigma Last: Managing the Balance Between Cultural and Technical Change by George Eckes

· Practice What You Preach: What Managers Must Do to Create a High-Achievement Culture by David H. Maister
· Don't Sweat the Small Stuff at Work: Simple Ways to Minimize Stress and Conflict While Bringing Out the Best in Yourself and Others by Richard Carlson

· Since Strangling Isn't an Option... Dealing With Difficult People-Common Problems and Uncommon Solutions by Sandra A. Crowe 

Build Coalitions and Communication

· Fish! A Remarkable Way to Boost Morale and Improve Results by Stephen C. Lundin Ph.D., Harry Paul, John Cristensen 

· First, Break All the Rules: What the World's Greatest Managers Do Differently by Marcus Buckingham, Curt Coffman 

· High Five! The Magic of Working Together by Kenneth V. Blanchard, Sheldon Bowles, Don Carew, Ken Blanchard, and e-Parisi-Carew

· Practice What You Preach: What Managers Must Do to Create a High-Achievement Culture by David H. Maister

· Zapp! The Lightning of Empowerment: How to Improve Quality, Productivity, and Employee Satisfaction by Jeff Cox (Contributor), William C. Byham (Preface)

· Difficult Conversations: How to Discuss What Matters Most by Douglas Stone, Bruce Patton, Sheila Heen, Roger Fisher 

· Conversationally Speaking: Tested New Ways to Increase Your Personal and Social Effectiveness by Alan Garner

Orchestrate Results

· The Leadership Challenge: How to Keep Getting Extraordinary Things Done in Organizations (The Jossey-Bass Management Series) by James M, Kouzes, Barry Z. Posner, and Tom Peters

· First, Break All the Rules: What the World's Greatest Managers Do Differently by Marcus Buckingham, Curt Coffman 

· The 21 Indispensable Qualities Of A Leader : Becoming The Person That People Want To Follow by John C. Maxwell

· The Innovator's Dilemma: The Revolutionary National Bestseller That Changed The Way We Do Business by Clayton M. Christensen 

· The Strategy-Focused Organization: How Balanced Scorecard Companies Thrive in the New Business Environment by Robert S. Kaplan, David P. Norton 

· Making Six Sigma Last: Managing the Balance Between Cultural and Technical Change by George Eckes

· Decision Traps: Ten Barriers to Brilliant Decision-Making and How to Overcome Them by J. Edward Russo, Paul J.H. Schoemaker, Paul j>H. Shoemaker (Contributor)

· 'Yes' or 'No': The Guide to Better Decisions by Spencer Johnson 

· The Problem Solving Journey: Your Guide for Making Decisions and Getting Results by Christopher W. Hoenig 

Develop Business Acumen

· First, Break All the Rules: What the World's Greatest Managers Do Differently by Marcus Buckingham, Curt Coffman 

· Built to Last by James C. Collins, Jerry I. Porras 

· The Leadership Challenge: How to Keep Getting Extraordinary Things Done in Organizations (The Jossey-Bass Management Series) by James M, Kouzes, Barry Z. Posner, and Tom Peters

· The Strategy-Focused Organization: How Balanced Scorecard Companies Thrive in the New Business Environment by Robert S. Kaplan, David P. Norton

· Practice What You Preach: What Managers Must Do to Create a High-Achievement Culture by David H. Maister

Emotional Intelligence

· Emotional Intelligence by Daniel Goleman

· Working With Emotional Intelligence by Daniel Goleman
· Raising Your Emotional Intelligence: A Practical Guide by Jeanne Segal
.





Module 1:  Foundations for Leadership Development 

This module 1 (orientation) outlines the expectations during the 4-month period for participants and the coaching and support role of the sponsor (immediate supervisor). Participants and their sponsors will discuss issues and plans to overcome career and development challenges within NAVSEA, workforce development needs, and challenges to supervision and leadership.  A “Leadership Vision’ time capsule will be collected from each participant. Sponsors will be asked to prepare for a development review meeting with their participants after Module 2.

Module 2: Directing Your Development Directing Your Development (1½ days within 2 weeks of Orientation) will assist participants in developing a current, realistic Individual Leadership Development Plan (ILDP) by participating in a process of career planning and personal development steps. The “Seven Habits” will be reviewed, as this module will ‘Sharpen the Saw’. Leadership examples and competencies will be outlined and discussed; advantages and disadvantages of leading others will be examined, as will personal sources of satisfaction. Participants will compare their motivators for success against the expectations for NAVSEA leaders and examine how they can create a development approach and closer relationship with their sponsor to better “direct their own development.”  The participant will update their ILDP and prepare for a development review discussion with their sponsor. 

Module 3: Leading Customer Focused Teams Leading Customer Focused Teams (1 day within 3 weeks of module 2) focuses on the competencies of leadership, strategic thinking, fostering teamwork, customer and stakeholder relationships and win-win thinking.  Creating a vision and leading others in building a NAVSEA work unit that is customer focused is the foundation of this module. Effective leaders know what is important and how to deliver results to their customers and stakeholders.  This day will focus on those elements. The assignment will include a customer satisfaction assessment exercise and a process improvement project.  

Module 4: Managing Performance of Others - Managing Performance of Others focuses on the competencies of teamwork, managing conflict, interpersonal communication, empowerment, and coaching and developing others. One of the greatest challenges facing supervisors is dealing with difficult people or with interpersonal differences. This module will provide skills and training on ways to avoid those issues and ways to face them quickly if and when they are presented. Each participant will be asked to identify a team member or other individual with whom they are having problems and find ways to improve the relationship.

Module 5: The Next Challenge 

The Next Challenge provides closure to this chapter in participants’ professional growth and development. The leadership time capsule will be opened which contains their personal vision statements and definitions of effective leaders. A leadership/supervisory readiness assessment instrument will be completed and they will assess their personal growth and change to this point. A 360-degree feedback instrument will be provided to offer other views on their current and future development. ILDP will be updated again. Lunch will end this phase in their journey and their sponsors will be asked to attend. Certificates will be presented.



Analyzing Strategic Options

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Analyzing Strategic Options offers participants an overview of the information required to develop an effective strategic option, consider appropriate issues when performing a strategic audit, and use the SWOT review to analyze a company’s situation.  The program describes how to evaluate internal resources, capabilities, and core competencies, and analyze external factors, such as industry trends and competition.  

Brand You—Inspired Performance

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $850.00

Successful brand building is not just about the organization’s brand.  It’s about your brand too, and how you can use your own distinction to deliver the brand promise of the organization.  Brand You—Inspired Performance will help you understand the brand promise of the organization, and taps into a powerful source of motivation and bring the brand inside.  

Creating a Vision

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Creating a Vision provides participants with an overview of organizational leadership and its role in guiding the organization toward vision fulfillment.  The program highlights questions to ask when defining an organization’s vision, basic steps to complete when drafting a vision statement, and guidelines for communicating the vision.  In addition, this program provides steps for setting goals that are aligned with an organization’s vision.  

Delegation

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Delegation provides you an opportunity to develop the skills needed to fulfill the role of a delegator and then use the delegation process to achieve organizational success.  This program will help you use delegation to achieve greater results that will benefit everyone in your organization.  

Developing a Successful Plan

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Developing a Successful Plan offers you an overview of the information required to identify the components that comprise an effective planning document and organize an appropriate strategic business plan.  You will learn the proper guidelines to get the plan accepted as well as the correct steps to implement, execute, and monitor the plan effectively.

Establishing Strategic Focus

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Establishing Strategic Focus offers participants an overview of the information required to identify appropriate terms and language associated with strategic management, recognize benefits gained from a successful strategic plan, and to learn why some organizations avoid implementing strategic management.  The program describes the proper steps for effective decision-making, and the guidelines to make the strategic management process successful.  

Goal Setting

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Goal Setting provides participants with an understanding of how to set specific and measurable goals.  Using your goal-setting skills, you will have the opportunity to help employees manage goal achievement, set goals to meet deadlines, and identify strategic goals for the future.  

Building Commitment

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $260.00

The success of today’s organization depends on unleashing and maximizing the talents of its workforce.  Building Commitment explores the conditions of commitment in bureaucracies and the factors and practices that can enhance the value of each employee’s contribution.  Using a video case study, participants follow and assess a manager in a government agency as he faces the leadership challenges of building commitment in his work unit.  Participants then identify practices that promote employee commitment and analyze factors that influence an employee’s willingness and ability to take initiative.

Building Trust

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Building Trust is an interpersonal skills workshop focusing on increasing trust through improving the character, competence, and individual relationships within an organization.  The effects of increased trust reach deep into the heart and soul of individuals and organizations.  Why?  Because trust lies at the core of leadership and effective human interactions.  

The Leadership Challenge

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $850.00

Leadership can make the difference in an increasingly complex environment.  Studies of more than 70,000 leaders have indicated that exemplary leadership improves morale and productivity.  The Leadership Challenge, based on the work done by Jim Kouzes and Barry Posner for their award-winning book The Leadership Challenge, presents the characteristics of an exemplary leaders and tools/techniques to be more effective as a leader within NAVSEA.

Leading the Way

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Leading the Way helps you develop an understanding of the characteristics a leader should possess.  You will use your leadership skills to unite followers and successfully complete an expansion project for your organization.  Content focuses on the difference between managers and leaders, how to develop important leadership traits and apply your power successfully, and how to motivate and empower your employees.  

Motivation

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Motivation is designed to provide participants with the skills needed to enhance employee and team motivation.  Throughout the simulations, you will be provided with the opportunity to overcome motivation problems and encourage employees who are facing various obstacles.  

Motivating Employees

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours

Tuition:  No Cost

Motivating Employees offers participants an overview of the various roles leaders have in organizations, as well as how leaders can help employees discover and learn their roles in organizations.  This program includes guidelines for helping employees align their goals with those of the organization, for evaluating employees’ performance, and for motivating employees.  

Adapting to Change

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Adapting to Change develops participants’ ability to effectively handle organizational changes.  It familiarizes participants with the three phases of the transition process, distinguish between change and transition, understand the factors that affect their own and others’ response to change, and apply constructive strategies to manage the uncertainties posed by a transition.
Embracing Resistance:  Building Support for Change

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $359.00

Embracing Resistance is designed to provide you with strategies and techniques on how to deal with resistance when introducing organizational change.  Through a series of activities, you will learn how to identify the various forms of resistance principle-centered leaders are likely to face, learn how to effectively communicate organizational change and the new organizational culture to team members, anticipate resistance before it hits, recognize common strategies that don’t work and often make things worse and apply strategies to handle resistance more effectively.

Facilitating Organizational Change

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $359.00

Facilitating Organizational Change presents a foundational understanding of the impact of change, how to initiate, implement and sustain change in one’s organization.  Through a series of learning activities, you will acquire a thorough understanding of the change process, implement a leadership-change management model for bringing about change, examine change as a personal and organizational process, manage resistance and build the commitment of others, and develop a clear plan to successfully implement a change project.

Leading Out Loud

Content Format:  Classroom
Learning Time:  3 days


Tuition:  $840.00
Driving successful change requires the ability to generate real commitment among those affected by the change.  Leading Out Loud is designed to provide you with the strategies and tools to win others’ commitment to change through authentic and compelling communication.  By tapping into your own values and experiences, you will learn to connect your communications to what others deeply believe and care about.  You will learn how to create an environment of authenticity, openness, and candor, leading to more ideas and breakthrough innovation, make strong connections between personal conviction and organizational strategy, challenge the status quo in order to improve the organization’s performance, effectively influence change in the organization, with or without positional authority, and earn deeper trust and commitment from those you lead.
  Leading Through Change

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Leading Through Change discusses the three phases of planned change and the importance of planning changes before implementing them.  This program highlights the types of information employees need in order to understand the need for and accept organizational changes, as well as guidelines for motivating employees through a change process and a process for solving problems encountered during change.  In addition, this program discusses the phases of workplace grief and common sources of stress during times of organizational change.  

An Introduction to Leading Organizational Change

Content Format:  Classroom
Learning Time: 3 days  

Tuition:  None
An Introduction to Leading Organizational Change provides the opportunity to practice key problem-solving and decision-making skills. You’ll learn how to empower yourself and other team members through more effective negotiation. You’ll gain a clear understanding of why concise communication is so important—regardless of how a project is organized. And you’ll discover how your individual leadership style influences the course a project will take.  Course utilizes revealing case studies and practical exercises to explore various leadership styles, learn how to win the confidence of your peers, and discover innovative ways to resolve conflicts so that a project stays on track.  To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).

Managing Change

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Managing Change will help you develop the skills to proactively address change and meet the challenges of transition in the workplace.  You will practice your skills as you work with various employees to overcome the problems encountered when making changes in your organization.  

Applying Emotional Intelligence
in the Workplace
Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours

Tuition:  No Cost

Applying Emotional Intelligence in the Workplace provides you an overview of the use of Emotional Intelligence from a leadership perspective and provides a process for applying Emotional Intelligence in everyday interactions with team members and employees.  The program covers how the process can be applied in various situations, including motivating, resolving conflict, maximizing team and employee performance, and conducting interviews.  

Emotional Intelligence for Executives

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Emotional Intelligence for Executives provides you with an overview of emotions, explains the use of Emotional Intelligence from a leadership perspective, and provides a process for applying Emotional Intelligence in everyday interactions with employees.  The program covers how the process can be applied in various situations, including motivating, resolving conflict, and maximizing team and employee performance.  Additionally, the program provides guidelines for delegating effectively.

Emotional Intelligence for
Personal Leadership

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $860.00

Emotional Intelligence for Personal Leadership provides you the foundation for developing emotional intelligence.  Note:  To learn more about EI refer to the website—www.ihhp.com.  Through a series of learning activities, you will understand the five components of emotional intelligence, learn how to build emotional intelligence in one’s professional and personal life, assess your emotional intelligence and develop an action plan to optimize/leverage performance and learn how to become an “emotional coach.”

Developing Emotional Intelligence

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Developing Emotional Intelligence Skills provides you with an overview of the use of Emotional Intelligence in corporations and provides a process for applying Emotional Intelligence in everyday activities.  The program covers how the process can be applied in various situations, including being assertive, providing and accepting feedback, and building positive work environments.  

Applying the Coaching Process

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Applying the Coaching Process provides participants an understanding on how to establish coaching objectives, identify the best opportunities to coach, and communicate your goals and expectations to your employees in a clear and effective manner.  You will also learn how to differentiate between performance goals and long-term goals, implement an appropriate reward system, and monitor your employees’ performance.  Participants will know how to apply the COACH acronym when coaching an employee, set appropriate goals when coaching employees communicate goals and expectations to employees when coaching, monitor an employee’s performance through the most appropriate way, and offer positive and constructive feedback effectively while coaching.

Building Relationships

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Building Relationships will provide participants the skills on how to establish a coaching relationship with your employees, evaluate employees’ personality types, and detect morale-building motivators.  In addition, participants will learn how to identify factors that can hinder an employee’s willingness to trust.  You will also learn the steps of the CARE process for establishing trusting relationships with your employees.  

Communicating with Employees

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Communicating with Employees is designed to provide participants with a fundamental knowledge on how to use appropriate language during a coaching session, recognize factors that can distort your message, and how to interpret your employees’ nonverbal communication correctly.  Participants will also learn how to ask the right questions during a coaching session, how to conduct effective face-to-face meetings, and the best approach to take when confronting an employee.  

Human Resources Issues:  Revisited 

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $140

Human Resources Issues:  Revisited is designed to assist you translate your knowledge of legal standards and policy enforcement into practical management skills.  This workshop develops practical HRM skills within the framework of NAVSEA policies and procedures.

Leader as a Coach

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $359.00

Coaching is an essential skill for all leaders at all levels to use to develop productive employees and build effective teams.  Leader as a Coach provides you coaching methods to motivate others, capitalize on their strengths and build a bond of trust that will foster tomorrow’s leaders.  Through a series of learning activities, you will be able to define what is and what is not coaching, describe the qualities, characteristics and skills of effective coaches, understand the value of coaching and counseling in a leader’s work, apply the steps of the coaching process and guidelines for effective feedback, and confront performance problems with confidence.

Managing Human Resources Issues

Content Format:  Classroom
Learning Time:  4 days


Tuition:  $295.00

Managing Human Resources Issues is designed to assist you to effectively accomplish your duties and responsibilities around human resources management.  The workshop focuses on the policies, regulations, and procedures you must be aware of, as well as the human resource personnel network with NAVSEA.  

Motivating People

Content Format:  Classroom
Learning Time:  2 days

Tuition:  $260.00
Motivating People is designed to present techniques/strategies for motivating employees, develop employee action plans to solve on-the-job problems, and identify causes of low morale and techniques for improving overall employee behaviors.

Preventing Workplace Violence

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $140.00

Preventing Workplace Violence is designed to provide a forum in which responsible managers and supervisors can discuss and interact on these important issues, and come away with practical management skills for addressing threatened, perceived and/or actual acts of workplace violence.  Through a series of activities, you will learn how to recognize the signs and sources of potential violence prevent violence and threats of violence, respond effectively to threatening behavior, respond immediately to acts of violence, manage conflict from employees and others, take appropriate steps for required reporting, and generate the appropriate documentation.

Coaching:  A Refresher

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Coaching: A Refresher is designed for leaders who have participated in a foundational coaching workshop and who would like to reinforce their coaching skills.  Through a series of activities you will review the steps of the coaching process and apply them, use effective listening and feedback skills, develop an action plan for a specific coaching situation, and deal with difficult performance problems effectively.

Principle-Centered Leadership:  An OD Tool

Content Format:  Classroom 
Learning Time:  3 days

(Directorate/PEO Request)
Tuition:  No Cost

Effective leaders practice Principle-Centered Leadership at four levels:  personal, interpersonal, managerial, and organizational.  During the workshop, you and other co-workers will examine the direction of your organization, learn how to truly lead rather than just manage, discover how to anticipate and influence change rather than merely react to it, and how you lead your employees.  Attending the workshop enables you to identify desired results and unify your organization to achieve those results, renew your leadership role and gain a better understanding of its impact on your organization, and learn the four critical roles of a leader:  pathfinding, aligning, empowering, and modeling.

Seven Habits of Highly Effective People

Content Format:  Classroom
Learning Time:  3 days


Tuition:  No Cost

No organization can succeed until individuals within it succeed.  No group can achieve its objectives until its people achieve theirs.  That’s what the 7 Habits workshop is about—making people effective so that they, in turn, can make their organizations effective.  Quick-fix solutions do not work in this environment.  Piecemeal improvements are futile.  Only those organizations that have made the effort to build a solid foundation of highly effective people will move surely and safely toward their destinations.  In today’s business environment, it’s not enough to do things differently.  You must do different things.  The 7 Habits workshop will help you and the people in your organization change the fundamental way they approach their jobs, relationships, problems and opportunities by breaking common ineffective behaviors and tendencies, creating high levels of trust, and developing strong interdependent relationships.

Developing Employees

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $260.00

Developing Employees focuses on a model for discussing performance and development opportunities that produces “win-win” agreements between manager and employee.  It features a case study on interactive video.  Participants follow a manager as she tries to develop her employees, assessing her and their own impact on employee development.  

Analyze Issues and Make Decisions

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $260.00

Analyze Issues and Make Decisions is designed to present a systematic approach to addressing leadership problems, determining why they exist and formulating and implementing solutions that work.  You will learn how to employ a systematic process for understanding all the issues associated with a problem and tools to use, apply a practical approach for determine the true cause(s) of a problem, apply an approach for selecting the best decision/ recommendation, anticipate future problems associated with a decision or action taken, and execute tools for team problem solving and decision-making.
Decision-Making Fundamentals

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Decision Making Fundamentals teaches participants a variety of decision-making techniques.  Participants will develop the skills that are necessary to make important decisions with various people and ensure the results of your decisions.  

Maintaining a Productive Workforce

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Maintaining a Productive Workforce presents various ways to improve a job process, to provide support to help employees stay productive, to offer employees feedback, and to apply strategies for improving productivity.  In addition, managers learn how to help employees overcome three main productivity problems encountered in the workplace.

Problem Solving Fundamentals

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Problem Solving Fundamentals presents a systematic approach to solve problems.  In this program, you will face several problems in your organization and successfully use your problem solving skills in to produce a positive outcome.  

Developing Win-Win Partnerships

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Developing Win-Win Partnerships is designed to help you learn how to develop and implement effective win-win agreements with various types of stakeholders.  The content will focus specifically on Habits 4, 5, and 6.

Strategic and Effective Decision Making

Content Format:  Classroom
Learning Time:  2 days

Tuition:  None

Strategic and Effective Decision Making will examine decision-making as a process that has discrete steps, clearly defined tools, and a variety of “traps” which await the uninitiated.  In addition to practical exercises and these tools, the course will demonstrate market place software that exists to assist the decision-maker in the process of effective decision-making and the development of personal decision-making skills. To register, go to www.register-now.cms.navy.mil and select Continuous Learning (CL).


Addressing Performance Problems

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

In Addressing Performance Problems participants will learn a process for conducting effective feedback sessions with employees who have performance problems.  You will also learn guidelines for explaining to employees the impact of their problem behavior.  In addition, you will learn the correct way to address negative employee responses, as well as how to respond when to employee reactions such as denial, excuses, and shifting blame.
Disciplining Employees

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Disciplining Employees presents guidelines for conducting an effective disciplinary meeting and how to determine whether you have sufficient cause and evidence to discipline an employee.  In addition, you will learn the proper way to document and use information about an employee’s performance, as well as steps to follow when conducting a follow-up meeting with an employee.  

Identifying Performance Problems

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

In Identifying Performance Problems, participants will learn the different types of performance problems and how they affect an organization.  Participants will also learn how to determine the severity of a performance problem, how to identify causes of performance problems, and how to approach employees who have performance problems.  In addition, you will learn guidelines to follow when you meet with employees who have performance problems.  

Overcoming Performance Appraisal Challenges

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Overcoming Performance Appraisal Challenges is designed to provide participants with techniques on how to encourage regular communication, how to conduct a status meeting, and how to document ongoing communication.  Participants will also learn how to respond to a defensive employee and how to resolve conflict in an appraisal discussion.  In addition, participants will learn about the laws governing the appraisal process to reduce the risk of legal challenge.  

Performance Accountability and Feedback

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $224.00

Performance Accountability and Feedback will address three phases of performance management:  planning, tracking, and reviewing.  Through a series of learning activities, you learn how to develop employee performance plans that contribute to organizational goals, use coaching and feedback sessions to monitor employee performance, apply techniques for dealing with problem appraisals, and analyze and document employee performance.

The Performance Appraisal Process

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

In The Performance Appraisal Process participants will learn how to appraise an employee’s performance, how to conduct an appraisal discussion, and how to document your appraisal.  Participants will also learn how to communicate to his/her employees about performance problems and how to make performance improvements.  

Building Effective Teams

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $285.00

Building Effective Teams is designed specifically to assist leaders to build and lead effective teams in ways that tap the real power of teamwork.  Using a case study, and interactive video, you follow a manager through the ups and downs of building and leading a team.  Application exercises throughout the case study provide an opportunity to assess and analyze what it will take to build and lead an effective team in their own world.  

Conducting Productive Team Meetings

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Conducting Productive Team Meetings provides participants with an overview of conducting meetings in a team setting and explains the development of meeting agendas.  The program covers in detail the steps for developing agendas and conducting team meetings, the different types of meetings, and the guidelines for preventing ineffective team meetings

Developing a High Performance Team

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Developing a High-Performance Team provides participants with an overview of the uses of teams and explains the creation and leadership of effective teams.  The program covers how to choose the right type of team, steps for developing a team communication process, the team leader’s responsibilities, and guidelines to help the team leader maintain a high-performance team.  

Empowerment for Team Productivity

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $260.00

Empowerment for Team Productivity introduces you to ways to empower employees, risks associated with empowerment, and strategies to create an empowered work team or organization.  Through a series of learning activities, you will be able to define empowerment in operational terms, describe the benefits of empowerment and implications of having disempowering work environments, identify strategies to remove barriers of employee empowerment, and develop an action plan to implement or reinforce employee empowerment.



Fostering an Interdependent Workplace

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $295.00

Fostering An Independent Workplace provides you a comprehensive overview of EEO policy and steps to resolve EEO complaints, strategies on how to detect and prevent discrimination in all aspects of employment and defines leadership responsibilities for the prevention of sexual harassment.  You will learn how individual differences affect workplace interaction in both practical and legal contexts, understand how to detect and prevent discrimination in all aspects of employment, develop skills in managing a diverse workplace, identify steps for resolving EEO complaints, and define leadership responsibilities for the prevention of sexual harassment.

Getting to Synergy

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Getting to Synergy is designed to assist leaders to leverage diversity of all types—including differences in thought, opinion, and work style—for better problem solving, innovation, and decision-making.  It explores paradigms about diversity, discusses the effects of trust on team dynamics, and includes personal and team action planning—all to improve its decision-making, problem solving, and innovation capability by improving its synergizing skills.

Promoting Team Effectiveness
Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Promoting Your Team’s Effectiveness offers you an overview of how to set goals, prevent team ineffectiveness, and measure individual and team performance.  The program covers in detail the steps for setting effective goals, the steps for measuring team and individual performance, and the advantages and negative effects of diversity.  

Presenting for Impact

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $240.00

Presenting for Impact is designed specifically for individuals who have attended a basic presentation workshop and would like to brush up on their skills.

The Leader’s Voice

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $860.00

Leader’s Voice™ focuses like a laser beam on the most important of leadership skills—effective communication.  If a leader is to be effective in setting the strategic vision and directions for an organization, and seeing them through to completion, he or she must communicate effectively in all venues, in all circumstances.  Built around a dynamic communication model encompassing Authenticity, Foresight, and Connection, the principles of The Leader’s Voice™ can have a great impact on a leader’s communication.

Essentials of Persuasion

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Essentials of Persuasion is designed to provide participants with the guidelines for ethical persuasion, the goals of persuasion, and how to encourage your audience to act in support of your policy.  In addition, participants will learn how to organize a persuasive presentation, how to enhance your credibility, and how to use reasoning and emotional appeals to persuade your audience.  

Planning a Presentation

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

In Planning a Presentation participants will learn how to determine realistic presentation objectives, how to analyze your audience, and how to use supporting materials effectively.  In addition, participants will learn how to organize your presentation clearly and successfully incorporate visual aids into your presentation.  The content focuses on how to identify the six common types of presentations; list three items a presenter should examine to determine presentation objectives and two constraints that make objectives realistic; how to organize a presentation using three major sections and display visual aids using six different methods.

The Presentation Process

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

In The Presentation Process participants will learn what steps to take to reduce your fear of speaking, remain calm, and appear relaxed.  In addition, participants will learn how to use one’s voice and nonverbal communication to improve the delivery of a presentation.  Finally, you will learn how to assess the audience members and answer their questions.  

Thinking Creatively

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

In Thinking Creatively, you will learn to meet the demands of creative thinking in the workplace.  This program will help you develop your creative thinking skills and allow you to practice using the creative thinking process.  More specifically, you will learn how to identify the stages of the creative process; recognize techniques that will enhance creativity; avoid personal and organizational factors that block creativity; foster a climate of creativity; and develop creativity in different management functions.

Fostering a Creative Environment

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Fostering a Creative Environment offers participants the information required to recruit and retain creative individuals, perform a creativity audit, and to communicate with creative people.  In addition, the program explains creative rhythm and gives suggestions for implementing a creative culture.  The content focuses on how to recognize the factors that attract creative individuals to an organization; demonstrate an understanding of various methods of recruiting creative individuals; identify the factors to determine the best creative individuals for an organization; practice using the factors that will encourage retention of creative employees; demonstrate an understanding of the creativity audit; and follow the process for assigning creative tasks.

Increasing Personal Creativity

Content Format:  NAVSEA Internet
Learning Time:  2-4 hours


Tuition:  No Cost

Increasing Personal Creativity offers participants’ information required to mentally and physically prepares for creativity; incorporate innocence, intuition, and adventure into creative thinking; and use creativity to generate ideas and solve problems.  The program describes exercises that can be used to prepare the mind and body for creative thinking and explains the most common ways creativity is incorporated into problem solving.

Influencing

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $278.00

Influencing is designed for you to develop the focus and flexibility to influence while building and maintaining beneficial relationships.  You will learn a model of productive and effective influence behavior; understand one’s personal influencing style; understand how to build successful influence relationships that are mutually beneficial and useful to the organization; and develop a strategic approach to influencing—focusing on purposes and goals and choosing appropriate behaviors to achieve results.

Fostering Communication Through Managed Relationships

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $105.00

Fostering Communication Through Managed Relationships is designed to teach you specific skills to bring leadership compassion and accountability to the workplace.  You will gain a greater awareness of one’s personal communication style and impact on others; develop strategies/techniques on encouraging others to express contrary viewpoints and how to increase your approachability by others; identify problems of organizational communication and employ new strategies to provide employees with open access to information; and develop an information-flow checklist to “keep moving” information in all directions.
Preparing for a Negotiation

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Preparing for a Negotiation offers participants information about the different types of objectives and variables, how to identify objectives and variables, and how to establish negotiation requirements.  This program also covers methods for researching the party with whom the negotiation will be held, as well as what types of information to find, such as the other party’s reputation, negotiation style, and probable requirements.  In addition, this program covers how to determine concessions, steps to formulate a plan for agreement, and how to determine the logistics of a negotiation.
Negotiation Process

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Negotiation Process offers participants a process and guidelines to follow to conduct a successful negotiation, as well as guidelines to facilitate communication during a negotiation.  This program addresses the types of questions a person should ask during a negotiation and how to respond to questions posed by the other party.  In addition, this program discusses the different negotiation styles and provides examples of situations for which each style is appropriate.

Power of Understanding:  The Key to Providing Solutions

Content Format:  Classroom
Learning Time:  1 day


Tuition:  $125.00

Power of Understanding is designed to provide leaders information on how to accurately read verbal and nonverbal signals, evaluate existing mind-sets, and respond in ways that increase understanding, resolve conflicts, and meet needs.  In the workshop you will learn to view situations from different perspectives; anticipate needs that are difficult for others to articulate, learn how to build unity and harmony; decease and resolve conflicts more effectively, and reduce the loss of time and money resulting from misunderstandings.

Communicating to Build a Positive Culture

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Communicating to Build a Positive Culture provides participants an overview of the dimensions of organizational culture and how communication perpetuates an organization’s culture.  This program also defines what a cultural network is and offers guidelines for 

using the cultural network to your advantage.  Steps for empowering employees are also offered in this program.  Specifically, you will be able to recognize dimensions of an organizational culture; recognize characteristics of a positive organizational culture; use the cultural network to your advantage; avoid disadvantages of using the cultural network; dispense information using the cultural network; and follow guidelines for building a supportive climate in an organizational culture.

The Meeting Process

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

The Meeting Process provides you with a framework for planning, participating in, and concluding meetings successfully.  You will learn techniques for establishing the purpose and agenda of a meeting and for facilitating participants’ progress toward the meeting goals.  

Managing a Meeting

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Managing a Meeting enables participants to improve their ability as a meeting leader.  They acquire the knowledge and skills they need to facilitate situation analysis, brainstorming, and decision making in a meeting, as well as techniques for fostering creative thinking and for managing conflict among meeting participants.  

Effective Meeting Communication

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Effective Meeting Communication enables participants to build a positive climate during a meeting and follow best practices of verbal and nonverbal communication to conduct a successful meeting.  You will learn how to distinguish between different meeting climates and employ techniques for fostering a positive meeting climate; use clear, appropriate language to enhance communication with and among meeting participants; use effective listening and questioning techniques to facilitate information exchange during a meeting, and understand and interpret others’ nonverbal communications.

Managing Difficult People

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $285.00

Managing Difficult People is designed to look at strategies for dealing with difficult people and explores specific strategies to change things for the better.  Participants will learn to identify difficult personalities and understand what triggers difficult people to behave in a negative manner; anticipate negative behavior and recognize personal “hot buttons”; deal with confrontations and turn them into constructive situations leading to a win-win relationship; and foster an atmosphere of open, trustworthy communication.
Managing Difficult People

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Managing Difficult People will help you develop the skills needed to address a difficult person according to their specific behavior.  In this course, you will have the opportunity to meet with several teams members to address their difficult personalities.  You will follow the guidelines for managing difficult people in order to decrease the department’s turnover rate and meet the release date for a new product.  

Resolving Conflict

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Resolving Conflict offers you the strategies and tactics necessary for effective conflict.  You will be given the opportunity to create a more productive work environment by addressing conflict between another manager and yourself, between employees, and among team members.  You will learn how to examine many sources of conflict; explore the harmful and beneficial sides of conflict; use, identify, and address various conflict resolution methods; understand the difference between resolving and managing conflict; and address difficult personalities.

Working with Difficult Employees

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost
Working with Difficult Employees offers participants an overview of the information required to identify, address, and discipline employees who display difficult behavior.  The program details characteristics and sources of difficult behavior, effective techniques to prevent difficult behavior in the workplace, and proper communication methods to build better relationships with difficult employees.

Communicating with Your Manager

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Communicating with Your Manager offers you an overview of the information required to identify a difficult manager, approach a difficult manager, and confront difficult manager behavior.  The program describes the proper methods to interpret difficult personalities, the various options to cope with a difficult manager, and the appropriate steps to provide unsolicited feedback.  Specifically, you will learn how to apply steps to distinguish between difficult behavior and periodic irritability; recognize the characteristics of the four types of difficult personalities; identify proper guidelines to interact with each difficult personality type; select proper steps when reacting to a manager’s angry outbursts; apply guidelines to earn a difficult manager’s trust; recognize guidelines to communicate with a deceitful manager; and identify appropriate times to request help from another superior.

Handling Difficult Co-Workers

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Handling Difficult Co-Workers offers participants information on how to define difficult co-workers, cope with their difficult behavior, and resolve conflict caused by the negative behavior.  The program describes the proper methods to address each difficult personality type, the appropriate techniques to use to cope with and manage difficult behavior, and the steps that create the conflict resolution process.

Overcoming Conflict with Communication

Content Format:  NAVSEA Intranet
Learning Time:  2–4 hours


Tuition:  No Cost

Overcoming Conflict with Communication offers participants the information for understanding and using communication to resolve conflict in a diverse team.  The program covers the communication process, explains strategies for managing conflict, and lists guidelines for effective communication during team conflict.  Participants will gain an understanding of the communication process; use the communication process in a team conflict setting; use the process for managing conflict in a team setting; identify the strategies for managing conflict; apply guidelines to approach team conflict; and select guidelines to approach team conflict.

People Skills for Leaders

Content Format:  Classroom
Learning Time:  2 days


Tuition:  $303.00

People Skills for Leaders is designed specifically for individuals to develop conflict management skills in a variety of areas.  You will learn to analyze personal conflict management skills and develop improvement strategies; employ active listening skills to reduce conflict; develop strategies/techniques to determine real reasons for underlying problems; apply collaborative problem solving techniques; learn strategies for dealing with difficult people; and employ step-by step process in creating win-win solutions.
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81

Fostering Communication Through Managed Relationships  
59, 128

Fostering a Creative Environment 
127

Fostering an Interdependent Workplace 
126

Foundations for Leadership Development 
113
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Getting to Synergy       
58, 66, 80,126

Goal Setting
117
Grammar Skills:  Punctuation, Mechanics, and Word Usage 
61

 H

Handling Conflict 
68

Handling Difficult Co-Workers  
70, 131
Human Resources Issues:  Revisited
  121
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Increasing Assertiveness  
77

Increasing Personal Creativity  
64, 128

Identifying Performance Problems 
124

Impact Leadership 
107

Improving Your Memory 
65

Incentive Contracting 
87

Influencing  
68, 128

Interviewing and Networking Process  
75

IPT Enhancing Winning Team Performance 
70
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Leader as a Coach 
121

The Leader’s Voice 
126   

Leading Out Loud 
118

Leading the Way 
117

Leading Through Change 
119

Leadership Challenge , The
117

Listening Skills  
61

Listening and Memory Development   
58
M

Maintaining a Productive Workforce
123

Management Advisory and Consulting 
94

Management and Program Analysis 
94

Managing Change
 119

Managing Difficult People (NAVSEA Internet and Classroom)
130

Managing a Meeting  
60, 129

Managing Human Resources Issues 
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Managing Yourself Through Change 
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Modeling and Simulation for Acquisition Professionals 
86

Market Research 
88

Meeting Advantage 
 68

Meeting Process 
 60,129

Mid-Career Financial Planning  
75

Motivation 
 117

Motivating Employees 
118

Motivating People
 121

Motivating Yourself to Perform 
81
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NAVSEA Acquisition Process Overview  
79, 85
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58, 79, 79
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 92
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Navy Budget Presentation and Justification 
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  129

Negotiating Successfully  
63, 68
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Operations and Maintenance, Navy Budget (O&M,N) 
92

Other Procurement, Navy and Weapons Procurement, Navy Budgets (OPN/WPN) 
 92

Organizational Planning 
94

Overcoming Performance Appraisal Challenges 
131

Overcoming Conflict with Communication
70,126

Overcoming Challenges (Time Management) 
76

 P

People Skills for Leaders 
131

Performance Accountability and Feedback 
124

Performance-Based Task Orders for Professional Support Services 
88

Performance-Based Service Acquisition 
88

Personal Accountability  
81

Performance Appraisal Process  (The)
125

Planning a Presentation  
60

Planning Your Day 
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 127

Positively Influencing Others 
73

Power of Understanding:  The Key to Providing Solutions 
 58, 66,129

Presentation Process (The)
 60,127

Presenting for Impact  
60

Preparing for a Negotiation 
128

Presenting for Impact 
126

Presentation Process  
59

Preventing Workplace Violence
 116

Principle-Centered Leadership:  An Organizational Development Tool  
122

Problem Solving Fundamentals  
63, 123

Problem Solving and Decision Making 
63

Professional Networking  
77

Program Evaluation 
94

Project Management (Basic)  
95

Project Management (Advanced) 
95

Project Risk Analysis and Management  
63
Promoting Team Effectiveness 
126
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Recognizing Aggressive Behavior  
72

Research Development, Test and Evaluation, Navy Budget (R, D, T, & E) 
89

Resume Writing  
75

Resolving Conflict 
70, 130

Resolving Team Conflict  
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75
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Seven Habits of Highly Effective People 
67, 74, 80,122

Sharpening Business Writing Skills   
59

Shipbuilding and Conversion, Navy Budget (SCN) 
92

Small Business Program and Required Services 
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Strategic and Effective Decision Making
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Statistics I 
94

Statistics II 
94

Stress Management 
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Systems Engineering: The People Dimension 
86
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Team Communication  
72

Team Member Skills 
67

Teamwork Fundamentals 
71

Technical Writing Advantage  
59

Telephone Techniques 
62

Time Management  
76

Thinking Creatively 
65,127

The Leadership Challenge
 117

The Leader’s Voice
 126

The Parts of Speech  
62
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What Matters Most 





   73

Working in a Changing Environment 
74

Working with Difficult Employees  
70, 130

Writing Effective E-Mail Messages 
78

Writing Better Performance Statements of Work 
88

Working in Diversified Teams 
70

Writing Advantage  
59

Writing Effective Sentences
60

 u
Using E-mail to Communication Successfully  
78

Analyze Issues and Make Decisions

Learning Time:  2 days   Tuition: $260.00

22-23 Jan 03

1-2 May 03
Advanced Analysis

Learning Time: 5 days   Tuition: $700.00

25-29 Aug 03

28 Apr – 2 May 03

Analyzing Fund Usage Documents

Learning Time:  2 days   Tuition:  None

6-7 Nov 02

19-20 Mar 03
Applied Critical thinking

Learning Time:  1 day   Tuition:  $245.00

4 Feb 03

22 May 03

Basic Negotiation Strategies
Learning Time: 3 days   Tuition:  None

11-13 Feb 03

Best Value Basics

Learning Time:  3 days   Tuition:  None
4-6 Feb 03

17-19 Jun 03

Brand You—Inspired Performance

Learning Time:  2 days   Tuition:  $850.00

24-25 Nov 02

13-14 Mar 03

21-22 Jul 03

Building Commitment

Learning Time:  2 days   Tuition:  $260.00

19-20 Nov 02

8-9 Apr 03

Building Productive Relationships

Learning Time:  1 day   Tuition:  $155.00

24 Feb 03

20 Aug 03

Building Trust

Learning Time:  1 day   Tuition:  $125.00

17 Mar 03

28 Jul 03

Building Effective Teams

Learning Time:  2 days   Tuition:  $285.00

3-4 Dec 02

16-17 Jul 03

Configuration Management for the New Acquisition Environment
Learning Time:  3 days   Tuition:  None
10-12 Jun 03

Contract Law

Learning Time:  3 days   Tuition:  None

16-18 Sept 03
Contracting Officer’s Representative (Basic and Refresher)

Learning Time:  3 days (Basic) 1 day (Refresher)   Tuition:  None

(Basic) 8-10 Apr 03 (Additional Sessions TBA for FY 03)

(Refresher) 4 Mar 03 (On-Line at www.faionline.com)

COTS-Based Systems for Program Managers

Learning Time:  1 day   Tuition:  None

23 Apr 03

Dealing with Team Differences

Learning Time:  1 day   Tuition:  $155.00

13 Jan 03

4 June 03

Developing Employees

Learning Time:  2 days   Tuition:  $260.00

12-13 Dec 02

2-3 Jun 03

Developing Win-Win Partnerships

Learning Time:  1 day   Tuition:  $125.00

18 Mar 03

29 Jul 03

Directing Your Development

Learning Time:  2 days   Tuition:  $285.00

6-7 Jan 03

18-19 Aug 03

Diversity in the Workplace

Learning Time: 1 day   Tuition:  $95.00

16 Jan 03

24 Jun 03

Earned Value

Learning Time:  2 days   Tuition:  None

8-9 Jan 03

Effective Briefing

Learning Time:  3 days   Tuition:  $295.00

10-12 Mar 03

4-6 Jun 03

Embracing Resistance:  Building Support for Change

Learning Time:  2 days   Tuition:  $359.00

2-3 Dec 02

4-5 Aug 03

Emotional Intelligence for Personal Leadership

Learning Time:  2 days   Tuition:  $860.00

12-13 Feb 03

24-25 Apr 03

7-8 Aug 03
Empowerment for Team Productivity

Learning Time:  2 days   Tuition:  $260.00

6-7 Feb 03

31 Jul-1 Aug 03

Engineering of Systems for Navy Interoperability
Learning Time:  3 days   Tuition:  None

7-9 Jan 03

Evaluating Production Readiness

Learning Time:  2 days   Tuition:  None

19-20 Aug 03

Facilitating Organizational Change

Learning Time:  2 days   Tuition:  $359.00

16-17 Jan 03

6-7 Aug 03
Federal Appropriations Law

Learning Time:  4 days   Tuition:  None

4-7 Nov 02

10-13 Mar 03

Fleet Modernization Program Overview

Learning Time:  2½ days   Tuition:  None

Quarter 2, 3, and 4

Fostering Communication Through Managed Relationships

Learning Time:  2 days   Tuition:  $105.00

16-17 Jan 03

6-7 Aug 03

Fostering an Interdependent Workplace

Learning Time:  2 days   Tuition:  $295.00

23-24 Jan 03

9-10 Aug 03

Foundationals of Leadership

Learning Time:  40 hours (modular)     Tuition:  $860.00

10 Apr-26 Jun 03

Getting to Synergy

Learning Time:  1 day   Tuition:  $125.00

19 Mar 03

30 Jul 03

Handling Conflict

Learning Time:  2 days   Tuition:  $155.00
6-7 Jan 03

22-23 Apr 03

Human Resources Issues:  Revisited

Learning Time:  1 day   Tuition:  $260.00
5 Mar 03

13 Aug 03

Impact Leadership (Command Leader Program)

Learning Time:  5 days     Tuition:  $1750.00
Tuition fee funds a total of five workshops over an 18-month period.  Refer to the leadership section for more details.

9-13 Dec 02

Spring Date TBA

Incentive Contracting

Learning Time:  2 days    Tuition:  None

19-20 Feb 03

Influencing

Learning Time:  2 days   Tuition:  $278.00

13-14 Feb 03

25-26 Jun 03

Interviewing and Networking Process

Learning Time: 1 day   Tuition:  $80.00

21 Jan 03

IPT Enhancing Winning Team Performance

Learning Time: 2 days   Tuition:  None

21-22Jul 03

Leader as a Coach

Learning Time:  2 days   Tuition:  $359.00

19-20 Feb 03

9-10 Jun 03

Leadership Challenge

Learning Time:  2 days   Tuition:  $850.00

18-19 Nov 02

1-2 Apr 03

23-24 Jul 03

Leadership Communication: Writing, Speaking and Listening

Learning Time:  3 days    Tuition:  $245.00

27-29 Jan 03

15-17 Apr 03

Leading Out Loud

Learning Time:  3 days   Tuition:  $840.00

13-15 Jan 03

16-18 Jun 03

Leading in Difficult Times

Learning Time:  1 day   Tuition:  $450.00

10 Feb 02

15 May 03

Listening and Memory Development

Learning Time:  2 days    Tuition:  $185.00

30-31 Jan 03

16-18 Jun 03

Management Advisory and Consulting

Learning Time: 4 days    Tuition: $675.00
8-11 Jul 03

5-8 May 03
Management and program analysis

Learning Time: 5 days   Tuition: $700.00

31 Mar-4 Apr 03

Managing Difficult People

Learning Time:  2 days   Tuition:  $285.00

19-20 Mar 03

Managing Human Resources Issues

Learning Time:  4 days   Tuition:  $295.00

28 Apr-1 May 03

14-17 Jul 03

22-25 Sept 03

Market Research

Learning Time:  2 days   Tuition:  None

28-29 Jan 03

7-8 May 03

Meeting Advantage

Learning Time:  1 day   Tuition:  $135.00
27 Jan 03

21 May 03

Mid-Career Financial Planning

Learning Time: 2 days   Tuition:  $168.00
5-6 Mar 03

15-16 Jul 03

Modeling and Simulation for Acquisition Professionals

Learning Time:  3 days   Tuition:  None

20-22 May 03

Motivating People

Learning Time:  2 days   Tuition:  $260.00

11-12 Feb 03

23-24 Jun 03

NAVSEA Acquisition Process Overview

Learning Time:  2½ days   Tuition:  None

18-20 Nov 02

10-12 Mar 03

12-14 May 03

14-16 Jul 03

NAVSEA New Employee Orientation

Learning Time: 2 ½ days    Tuition:  None

3-5 Feb 03

21-23 Apr 03

2-4 Jun 03

NAVSEA Planning, Programming, and Budgeting Systems (PPBS)

Learning Time:  2 days    Tuition:  None

4-5 Dec 02

31 Mar-1 Apr 03

Navy Budget Policies and Procedures

Learning Time:  2 days   Tuition:  None

15-16 Jan 03

Navy Budget Presentation and Justification

Learning Time:  2 days   Tuition:  None

To Be Announced

Negotiating Successfully

Learning Time: 2 days    Tuition:  $260.00
24-25 Mar 03

21-22 Aug 03

Network Centric Warfare Overview

Learning Time:  3 days   Tuition:  None

18-20 Feb 03

Operations and Maintenance, Navy Budget (O&M,N)

Learning Time:  2 days  Tuition:  None

To Be Announced

Other Procurement, Navy and Weapons Procurement, 

Navy Budgets (OPN/WPN)

Learning Time:  1 day   Tuition:  None

To Be Announced

Organizational Planning

Learning Time: 4 days    Tuition: $600.00

3-6 Mar 03

People Skills for Leaders

Learning Time:  2 days   Tuition:  $303.00

5-6 Feb 03

13-14 May 03

Performance Accountability and Feedback

Learning Time:  1 day   Tuition:  $224.00

21 Feb 03

8 Aug 03

Performance-Based Task Orders for Professional Support Services

Learning Time:  2 days   Tuition:  None

4-5 Aug 03

Performance-Based Service Acquisition

Learning Time:  3 days  Tuition:  None

14-16 Jan 03

25-27 Mar 03

Power of Understanding:  The Key to Providing Solutions

Learning Time:  1 day   Tuition:  $125.00

20 Mar 03

31 Jul 03

Presenting for Impact

Learning Time:  2 days   Tuition:  $240.00

23-26 Jun 03

11-14 Aug 03

Preventing Workplace Violence

Learning Time:  1 day   Tuition:  $140.00

6 Mar 03

14 Aug 03

Problem Solving and Decision Making

Learning Time: 2 days    Tuition:  $425.00

5-6 Mar 03

22-23 Jul 03

Program Evaluation

Learning Time:  4 days    Tuition:  $600.00

23-26 Jun 03

11-14 Aug 03

Project Management (Basic)

Learning Time:  3 days    Tuition:  None

21-23 Jan 03

Project Management (Advanced)

Learning Time:  3 days   Tuition:  None

14-16 May 03

Technical Writing Advantage

Learning Time:  2 days    Tuition:  $235.00
9-10 Jan 03

17-18 Apr 03

Team Member Skills

Learning Time:  2 days   Tuition:  $185.00

27-28 Mar 03

2-3 Jun 03

The Leader’s Voice

Learning Time:  2 days   Tuition:  $860.00

5-6 Dec 02

5-6 May 03

Research Development, Test and Evaluation, Navy Budget (R,D,T, & E)

Learning Time:  2 days   Tuition:  No Cost
To Be Announced

Resume Writing

Learning Time:  1 day   Tuition:  $140.00

22 Jan 03

Retirement Planning

Learning Time: 2 days    Tuition:  $168.00

16-17 Dec 02 CSRS

3-4 Mar 03 CSRS

30 Jun-1 Jul 03 FERS

8-9 Sept 03 CSRS

Seven Habits of Highly Effective People

Learning Time:  3 days   Tuition:  No Cost

Orientation                Workshop
29 Oct 02                   9-11 Dec 02

13 Jan 03                   25-27 Feb 03

10 Mar 03                   29 Apr-1 May 03

12 May 03                   24-26 Jun 03

Sharpening Business Writing Skills

Learning Time:  2 days   Tuition:  $359.00

17-18 Mar 03

11-12 Jun 03

Shipbuilding and Conversion, Navy Budget (SCN)

Learning Time:  1 day   Tuition: None

10 Apr 03

Small Business Program and Required Services
Learning Time:  ½ day   Tuition:  None

To Be Announced

Statistics I

Learning Time: 4 days     Tuition: $600.00

18-21 Feb 03

27-30 May 03

Statistics II

Learning Time: 4 days    Tuition: $600.00

30 Jun-3 Jul 03


Strategic Issues in Major Systems Acquisition

Learning Time:  3 days   Tuition:  None

25-27 Feb 03

Stress Management

Learning Time:  1 day     Tuition:  $225.00

13 Nov 02

3 Mar 03

19 Jun 03

Systems Engineering:  The People Dimension

Learning Time:  2 days   Tuition:  None

12-13 Aug 03

Working in a Changing Environment

Learning Time:  2 days   Tuition:  $329.00
27 Jan 03

5 May 03

Writing Advantage

Learning Time:  1 day   Tuition:  $135.00
2 Dec 03

16 Apr 03

Writing Better Performance Statements of Work

Learning Time:  3 days   Tuition:  None

11-13 Mar 03
Corporate Learning and Development





Sustaining readiness and promoting a culture of continuous learning and development are mutually reinforcing.  This has never been more evident than today as we stand at the beginning of the 21st Century.  Clearly, our investment in people – our human capital – is a win-win goal for both employees and the Naval Sea Systems Command.  Employees can achieve new talents, multidisciplinary knowledge, and up-to-date skills.  The Command achieves a dynamic, results oriented workforce that enhances value to stakeholders and customers, and assures readiness.  





It is with these thoughts in mind that our Human Capital Resource Guide is presented to you.  Each course in our Guide has been selected and/or designed so that it promotes personal, professional, and institutional learning and development.  This is our part to help support readiness and also our contribution to help achieve NAVSEA’s vision to invest in our most valuable resource – our people.
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Strategic Leadership Development Framework
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Lead People is the ability to design and implement strategies, which maximize employee potential and to foster high ethical standards in meeting the organization’s vision, mission, and guiding principles.








Core Behavioral Indicators





Fosters Teamwork - Build effective teams committed to organizational goals; facilitate interdependency among team members; and, develop leadership in members.





Coach and Develop Others - Assess strengths and development needs of employees; provide timely, specific feedback and helpful coaching and mentoring.





Values Diversity - Foster respect and appreciation for all employees; seek to understand the views of others; see differences in people as opportunities for learning about and approaching things differently. 





Manages Conflict - Bring conflicts and disagreements into the open and resolve them collaboratively and build consensus.





Empowerment - Enable others to take responsibility; seek the potential in others and help them develop their abilities; and, ensure that employees feel a sense of accomplishment for their contributions.





Models the Way -Demonstrate principle-centered leadership and sound business ethics; show consistency among principles, values, and behavior; and, build trust with others through own authenticity and follow-through on commitments.
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Lead Innovation and Change





Lead Innovation and Change is the ability to develop and implement the Command/Directorate/PEO vision, integrating key program goals, priorities, guiding principles and other factors.  Inherent in it is the ability to change and continually strive to improve customer service and program performance, to create a work environment that encourages creative thinking and innovation, and to maintain focus, intensity and persistence, even under adversity.





Core Behavioral Indicators





Creativity and Innovation - Develop new insights and apply innovative solutions to make organizational improvements; create a work environment that encourages creative thinking; and design/implement new programs and processes.





Continual Learning - Apply the knowledge and skills needed to do the job, including technical competence and familiarity with policies and practices of NAVSEA and industry.





Resilience - Deal effectively with pressure; maintain focus and intensity and remain optimistic and persistent, even with adversity.  Maintains P/PC balance.





Managing Change - Challenge the status quo and champion new initiatives; act as a catalyst of change and stimulate others to change; and manage implementation effectively.





Strategic Thinking - Formulate strategies consistent with business strategy of the organization; examine policy issues and strategic planning with a long-term perspective; determine objectives and set priorities; and, anticipate.





Vision - Take a long-term view and act as a catalyst for organizational change; build a shared vision with others; and influence others to translate that vision into action.
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Lead People





Lead People is the ability to design and implement strategies, which maximize employee potential and to foster high ethical standards in meeting the organization’s vision, mission, and guiding principles.








Core Behavioral Indicators





Fosters Teamwork - Build effective teams committed to organizational goals; facilitate interdependency among team members; and, develop leadership in members.





Coach and Develop Others - Assess strengths and development needs of employees; provide timely, specific feedback and helpful coaching and mentoring.





Values Diversity - Foster respect and appreciation for all employees; seek to understand the views of others; see differences in people as opportunities for learning about and approaching things differently. 





Manages Conflict - Bring conflicts and disagreements into the open and resolve them collaboratively and build consensus.





Empowerment - Enable others to take responsibility; seek the potential in others and help them develop their abilities; and, ensure that employees feel a sense of accomplishment for their contributions.





Models the Way - Demonstrate principle-centered leadership and sound business ethics; show consistency among principles, values, and behavior; and, build trust with others through own authenticity and follow-through on commitments.
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Build Coalitions and Communication





Build Coalitions and Communication is the ability to explain, advocate and express facts and ideas in a convincing manner and to create win-win partnerships with individuals and groups internally and externally.  It also involves the ability to develop an expansive professional network with other organizations and to identify the internal and external politics that impact the work of the organization. 








Core Behavioral Indicators





Listening to Others - Actively seek to understand others; express one’s thoughts and feelings with purpose; tactful; compassionate and sensitive, and treat others with respect.





Political Savvy - Identify internal and external politics that impact the work of the organization.  Approach problem situations with a clear perception of organizational and political reality; and recognize the impact of alternative courses of action.





Win-Win Thinking - Bring diverse thinkers together to reach a third alternative.





Oral and Written Communication - Conveys information clearly and effectively; reviews and edits written work constructively.  Makes clear and convincing oral presentations to individuals or groups.





Interpersonal Communication - Create an atmosphere in which timely and high quality information flows between self and others; encourage the open expression of ideas and opinions.
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Orchestrate Results





Orchestrate Results is the ability to make timely and effective decisions, to produce results through business planning, and to implement and evaluate programs and policies.  It stresses accountability and continuous improvement.








Core Behavioral Indicators





Customer and Stakeholders - Understand the needs and expectations of both internal and external customers and the extent to which these needs and expectations are satisfied.  Balance interests of a variety of customer/ stakeholders; readily adjust priorities to respond to pressing and changing demands.





Decisiveness - Exercise good judgment by making sound and well-informed decisions; perceive the impact and implications of decisions; make effective and timely decisions, even when data is limited to solutions that produce unpleasant consequences; is proactive and achievement oriented.





Accountability - Controls are developed and maintained to ensure the integrity of the organization; hold self and others accountable for job responsibilities; ensure projects within area(s) of specific responsibility are completed in a timely manner and within budget; monitor and evaluate plans; and, focus on results and measuring attainment of outcomes.





Problem Solving - Identify and analyze problems; distinguish between relevant and irrelevant information to make logical decisions; and, provide solutions to individual and organizational problems.
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Develop Business Acumen





Develop Business Acumen is the ability to acquire and administer human, financial, material, and information resources in a manner that instills Command trust and accomplishes the organization’s mission, and to use new technology to enhance decision-making.





Core Behavioral Indicators





Human Resources Management - Assess current and future staffing needs based on organizational goals and budget realities.  Ensure staff is appropriately and fairly selected, developed, utilized, appraised, and rewarded; take corrective action when needed.





Information Management - Apply efficient and cost effective approaches to integrate technology into the workplace and improve program effectiveness; develop strategies using new technology to enhance decision-making; and understand the impact of technological changes in the organization.





Financial Management - Demonstrate broad understanding of principles of financial management to ensure appropriate funding levels.  Prepare, justify, and/or administer the budget; use cost-benefit thinking to set priorities; monitor expenditures in support of programs and policies.  Identify cost-effective approaches.





Contract Management - Manages procurement and contracting.
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Emotional Intelligence





Emotional Intelligence (EI) refers to how well one manages one’s self and handles professional relationships, how well one works on a team, and the ability to lead.  EI is the basis for personal qualities such as realistic self-confidence, personal integrity, knowledge of strengths and weaknesses, resilience in times of change or adversity, self-motivation, perseverance, and the knack for getting along well with others. 





Core Behavioral Indicators





Self-Awareness - Knowing one’s internal states, preferences, resources, and intuitions


Emotional self-awareness: Recognizing one’s emotions and their effect


Accurate self-assessment: Knowing one’s strengths and limits


Self-confidence: A strong sense of one’s self-worth and capabilities





Self-Management - Managing one’s internal states, impulses, and resources to facilitate reaching goals


Adaptability: Flexibility in handling change


Self-control: Keeping disruptive emotions and impulses in check


Conscientiousness and reliability: Taking responsibility for personal performance; maintaining standards of honesty and integrity


Initiative and innovation:  Readiness to act on opportunities; being comfortable with novel ideas, approaches, and new information


Achievement drive:  Striving to improve or meet a standard of excellence; persistence in pursuing goals despite obstacles and setbacks





Social Awareness - Awareness of others’ feelings, needs, and concerns


Empathy: Sensing others’ feelings and perspectives and taking an active interest in their concerns


Service orientation: Anticipating, recognizing, and meeting customers’ needs


Organizational awareness: Reading a group’s emotional currents and power relationships


Developing others: Sensing others’ developmental needs and bolstering their abilities








Social Skills


Adept at inducing desirable responses in others


Leadership: Inspiring and guiding individuals and groups; aligning with the goals of the group or organization


Influence: Wielding effective tactics for persuasion


Change catalyst: Initiating or managing change


Communication: Listening openly and sending convincing messages


Conflict management: Negotiating and resolving disagreements


Collaboration and building bonds: Working with others toward shared goals; nurturing instrumental relationships


Team capabilities: Creating group synergy in pursuing collective goals
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Command Leader Program





Fostering An Interdependent Workforce


(2days)








Managing Human Resources Issues


(4 days)





Reinforce and Sustain 


Behavioral Change








Emotional Intelligence


(2 days)





Required Corporate Leader Program Skill-Focused Workshops





Impact Leadership Workshop


Five-day Corporate Leader Foundational Workshop





Executive Coaching





The Command Leader Program is designed for individuals who have chosen to expand their leadership responsibilities to assume the role of supervisor, manager, or team leader. It is an intensive, skills-based leadership-training program, which allows individuals to gain knowledge and practice behaviors necessary to hone present leadership skills and develop new ones to become an effective NAVSEA leader. The Command Leader Program includes skill-based training, a group and individual coaching program, and 360-degree feedback process, along with the involvement and support of the individual’s second level supervisor “Sponsors Program.”  Within three months of completing “Impact Leadership” workshop, graduates will engage in a leadership action learning team meeting.  The objective is to discuss a leadership issue/situation, reflect on learning application, and participate in discussions of other workshop members’ problems/concerns.  Discussions and reflections on the learning experiences of the action learning team are linked to the NAVSEA leadership competencies.





The Command Leader Program consists of five foundational courses “Impact Leadership Program” as well as “Managing Human Resources Issues”, “Fostering an Interdependent Workforce”, “Brand You Inspired Performance’” and “Emotional Intelligence.”  Program participants will also be required to complete an Individual Leadership Development Plan (ILDP) to reflect leadership strengths and weaknesses and complete a minimum of 2-3 skilled-based focus workshops to address short-term needs and competency shortfalls.  All program requirements must be satisfied within 18 months of program enrollment.  At the completion of Command Leader Program requirements, a certificate will be presented.  The Program cost per participant is $1,750.00 (includes tuition for all five courses).





The NAVSEA Impact Leadership Workshop (ILW) is a five-day workshop designed to help NAVSEA supervisors and managers explore and deepen their understanding and implementation of sound leadership principles and practices. This is approached from a personal, organizational, and interpersonal perspective, in order to successfully lead and shape the success of NAVSEA.


























Skill-Based Focused Workshops


Variety of 1-2 day formal, e-Learning, and individualized strategies   
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Leading Out Loud





The Leader’s Voice





Brand You Inspired Performance


(2 days)








Impact Leadership Workshop Structure


              





Leadership resources


Books, Audio Tapes, Web-Base Leadership Resources





Strategic Alignment





























Recommended Workshops for Experienced Leadership





Foundations for Leadership Development


Pre-Supervisory





Today’s leaders and their organizations must be concerned with how best to develop and grow their “intellectual capital” to deal with a growing array of new business challenges. For this reason, NAVSEA senior leaders are increasingly concerned with nurturing a strong community of aspiring leaders to serve, as both the engine and brain trust to drive, guide, and shape the organization’s fortunes in the future.  “Foundations for Leadership” has been designed for individuals aspiring to become a team leader or a first-line supervisor.  It is a newly established pre-leadership program that covers the development process and how to direct one’s personal growth, leadership, the role of an NAVSEA leader, leading teams, creating customer focus, developing people, personal coaching/mentoring, and various self-assessment exercises.  This seven-day program is organized in a modular fashion that spans four (4) months in which program participants will work individually, in teams and with their sponsor (immediate supervisor).  Action learning events based on readings and module application exercises bridge individual modules.  





The Program tuition cost per participant is $860.00.
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