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BUSINESS SKILLS SOLUTIONS

Communispond o�ers two business skills series, Supervisory Essentials™ and Workplace Series™. Between the two 
series, there are over 70 programs focused on precise areas to grow employee’s skills. With so many programs to 
choose from, you have the ability to cherry-pick the courses that align with your company’s goals to ensure success 
in your workplace. 

Course Delivery: The curriculum is provided in print form, with student and instructor editions. Classroom set-up 
documentation and lesson timing is included. Instruction of the content is delivered by your organization at your 
convenience. 

SUPERVISORY ESSENTIALS™
Communispond’s Supervisory Essentials™ is a series of 
interrelated workshops that provides the knowledge, 
tools, and skills to immediately establish a leadership 
role and helps participants understand how to avoid 
the typical traps presented to new supervisors and 
managers. 

Each workshop wraps up with a “key learning/action 
planning” discussion and a job aid to help transfer 
e�ectiveness back on the job. The goal is to ensure 
immediate success and allow new managers to quickly 
establish their leadership role and eliminate the typical 
start-up challenges.

WORKPLACE SERIES™
Workplace Series™ includes courses that cover the 
skills and knowledge required of today’s 
professionals to be successful within any 
department, of any organization. A courseware 
library that’s focused on 6 high-demand categories 
is unmatched in the market.

By applying our decades of experience in 
developing quality training programs, we’ve helped 
thousands of professionals become highly 
e�ective at their jobs, advance their careers, and 
experience greater professional fulfillment.
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     •   Define Yourself or Others Will!
     •   The Customer is the Business
     •   Leaders vs. Independent Contributors
     •   Working With Your Boss
     •   The Law: Compliance Basics
     •   Performance Review Skills
     •   Handling Di�cult Situations
     •   Handling Performance Problems
     •   Di�cult Direct Reports
     •   Your Influence Potential
     •   Coaching Style Flexibility
     •   Initiative and Delegation

WORKSHOPS 6 KEY CATEGORIES
with Over 60 Courses (full course listing on page 4)(2 hours each)

•   Management and Leadership
•   Sales and Marketing 
•   Information Exchange
•   Customer Service
•   Six Sigma
•   General Productivity
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Define Yourself or Others Will!
(2 hours) This first workshop provides a framework 
for starting out in a new supervisory or management 
position. Learning how to balance the competing 
interests of people and departments/workgroups 
requires managers to have a command of facts and 
information to make e�ective decisions and take 
appropriate action. Beginning with caution at first is 
critical in making the right impression. It is actions, 
not your words that count most. Through actions, a 
new manager’s attitude “speaks” so loudly it trumps 
and overpowers anything one says.

The Customer Is the Business
(2 hours) To ensure performance management 
excellence, supervisors must possess business 
acumen—an understanding of how a business creates 
value and makes money. Nothing is as critical as 
creating long-term customer value and ensuring that 
the impact on customers is not overlooked. This 
workshop provides insights on how to incorporate 
the customer’s point of view into performance 
results.

Leader vs. Independent Contributor
(2 hours) There are 4 basic performance 
management principles that will come into play 
routinely throughout the career of a supervisor or 
manager. Coming to grips with these principles and 
learning how to e�ectively execute practices 
grounded on these principles dramatically increases 
e�ectiveness and success. This workshop introduces 
participants to these 4 universal principles and o�ers 
a framework for managing the performance of 
others.

Working With Your Boss
(2 hours) When managing the performance of 
others, new managers enter un-charted waters. 
Developing a good relationship with one’s boss and 
using them boss e�ectively can eliminate many 
obstacles in growth as a supervisor or manager. A 
manager’s boss is the person with the greatest 

control over one’s future as a supervisor or manager. 
How the relationship is managed will have a critical 
impact on short and long term success.

The Law: Compliance Basics
(2 hours) Perhaps nothing can cause a supervisor or 
manager as much di�culty as ignorance of 
applicable labor laws. A clear understanding of the 
rights of employees is not just important—it is 
essential knowledge. Legal concerns can and will vary 
by organization, location, and state or province or 
country. This workshop includes common topics that 
apply to most organizations and will provide the 
participant with assistance that can make them much 
more e�ective.

Performance Review Skills
(2 hours) An important new responsibility when 
managing the performance of others is to provide 
input into the organization’s formal or informal 
performance review process. Developing specific 
skills that provide fair and just review of performance 
is an important undertaking for new supervisors or 
managers. This workshop provides a skill-based 
overview of the three critical elements in 
performance review.

Handling Di�cult Situations
(2 hours) Not all situations that come before the new 
supervisor or manager will be easy to deal with. A 
main responsibility and obligation in a supervisory or 
managerial capacity is to address, and many times 
confront, di�cult and uncomfortable issues. This 
workshop provides some skills for handling a variety 
of di�cult situations that supervisors or managers 
will face.

Handling Performance Problems
(2 hours) Not all direct reports perform satisfactorily. 
Performance problem situations are a supervisor or 
manager’s defining moments. The way these 
defining moments are dealt with can either trap a 
manager in a cycle of limitations, decreasing the 
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quality of work life, or enable the management of 
performance e�ectively. This workshop provides a 
skill-based model for confronting and addressing 
performance problem situations.

Di�cult Direct Reports
(2 hours) Often, supervisors and managers must deal 
with direct reports—or others who deliberately make 
life di�cult. Failure to develop the skills necessary for 
handling these unwelcome situations undermines 
credibility and e�ectiveness. No matter what the 
issue, a manager must make e�ective and quick 
interventions when necessary. This workshop 
provides skills for implementing those interventions.

Your Influence Potential
(2 hours) Leadership is the process of influence. 
Social power is a person’s influence potential—it is 
the resource that enables a person to induce 
compliance, or gain commitment from others. 
Understanding how to build e�ective power bases 
and the appropriate use of those power bases is a 
critical skill for e�ective supervision and 
management. The appropriate use of social power 
by managers and supervisors establishes their 
character and integrity. 
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issue, a manager must make e�ective and quick 
interventions when necessary. This workshop 
provides skills for implementing those interventions.

Your Influence Potential
(2 hours) Leadership is the process of influence. 
Social power is a person’s influence potential—it is 
the resource that enables a person to induce 
compliance, or gain commitment from others. 
Understanding how to build e�ective power bases 
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Coaching Style Flexibility
(2 hours) Among the many responsibilities required 
to e�ectively manage others, coaching is at the top 
of the list. A leader must recognize the performance 
needs of the direct reports and give them the 
confidence that they can accomplish their task 
responsibilities through their own e�orts. This 
workshop provides a skill-based framework for 
coaching performance—with an emphasis on 
flexibility and diagnosis. 

Initiative and Delegation
(2 hours) The two resources supervisors and 
managers have for managing the performance of 
others is time and influence. Like any resource that is 
invested, a manager wants the highest return 
possible. This means spending time—this finite 
resource—wisely. Not leveraging time means losing 
influence. This workshop focuses on skills for 
creating initiative, preventing upward delegation and 
e�ectively delegating appropriate tasks. 
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MANAGEMENT AND LEADERSHIP 
Applying Leadership Principles 
Appraising Performance 
Coaching Essentials 
Coaching for Results 
Creating a Winning Management Style 
Developing Yourself as a Leader 
E�ective Management 
Emotional Intelligence for Managers 
Employee Relations 
Giving and Receiving Performance Feedback 
Harnessing Innovation Within Teams 
Hiring Outstanding Teams 
Hiring Top Performers 
HR Optimization 
Interviewing Skills for Management 
Knowledge Management 
Leadership Skills 
Leading From the Front: Being a Leader in All You Do 
Leading Virtual Teams 
Managing Innovation and Creativity 
Managing Multigenerational Teams 
Managing Organizational Goals 
Managing Project Teams 
Mentoring 
Motivating Your Employees 
Performance Management (Second Edition) 
Positive Work Environment 
Practical Leadership 
Recruiting the Workforce of the Future 
Strategic Planning Skills 
What Good Managers Do: The First 100 Days 
Winning with People at Work 

SALES AND MARKETING 
Client Relationship Management 
Consulting Skills 
Dealing with Challenging Customer Interactions 
Marketing Essentials 
Sales Negotiation 
Writing for a Global Audience 

INFORMATION EXCHANGE 
Business Case Writing 
Developing and Presenting Successful Training for 
   Non-training Professionals 
E�ective Facilitation Skills 
Financial Essentials 
Grammar Essentials 
Managing Information E�ectively 
Using Data to Communicate 

CUSTOMER SERVICE 
Customer Service 
Customer Service Via Phone and Email 
Excellence in Technical Customer Service 

SIX SIGMA 
Introduction to Lean Six Sigma 
Introduction to Six Sigma 
Six Sigma: Green Belt 

GENERAL PRODUCTIVITY 
Change Management for Employees 
Change Management for Managers 
Communicating Across Cultures 
Creating and Maintaining Life Balance 
E�ective Time Management 
Getting the Results Without the Authority 
Managing Conflict 
Negotiating Skills 
Performance Under Pressure 
Problem-Solving Skills

WORKPLACE SERIES™
COURSE LISTING
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