




Anger	Management	– Understanding	Anger	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Anger	is	a	universal	experience.	Dogs	get	angry,	bees	get	angry,	and	so	do	humans.	You	don’t	have	to	be	a	





	

Managing	Difficult	Conversations	

 

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

 

Course	Overview	

We	have	so	many	interactions	in	the	run	of	a	day,	it’s	reasonable	to	expect	that	some	of	them	are	going	to	
be	difficult.	Whether	these	are	conversations	that	you	have	in	person,	or	you	manage	a	virtual	team	and	
need	to	speak	with	someone	in	another	city,	there	are	things	that	you	can	do	to	make	these	conversations	
go	smoothly.	This	course	will	give	you	the	tools	to	manage	difficult	conversations	and	get	the	best	results	
possible	out	of	them.	

Learning	



Managing	Pressure	and	Maintaining	Balance	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

When	things	are	extremely	busy	at	work	and	you	





	

 

 Giving	Effective	Feedback	



Conflict	Resolution	– Getting	Along	In	The	Workplace	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Many	people	see	conflict	as	a	negative	experience.	In	fact,	conflict	is	a	necessary	part	of	our	personal	
growth	and	development.	Think	of	when	you	were	trying	to	choose	your	major	in	college,	for	example,	or	
trying	to	decide	between	two	jobs.	However,	conflict	becomes	an	issue	when	the	people	involved	cannot	
work	through	it.	They	become	engaged	in	a	battle	that	does	not	result	in	growth.	When	this	type	of	conflict	
arises,	negative	energy	



Leadership	Skills	for	Supervisors	– Communication,	Coaching,	and	Conflict	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Supervisors	represent	an	important	force	in	the	economy.	You	have	the	power	to	turn	on	or	turn	off	the	
productivity	of	the	people	who	report	to	you.	You	are	the	crucial	interface	between	the	employee	on	the	
shop	floor	or	the	service	desk	and	the	managers	of	the	organization.	Although	you	usually	have	more	
technical	experience	than	the	employees	you	supervise,	you	may	not	have	had	a	lot	of	leadership	
experience.	This	course	will	give	you	the	skills	in	communication,	coaching,	and	conflict	that	you	need	to	be	
successful.	

Learning	Objectives	

ü Learn ways to prioritize, plan, and manage your time 
ü Identify your primary leadership style 
ü Develop some flexibility to use other leadership styles 
ü Determine ways you can meet the needs of employees and co-workers through 

communication and coaching 
Explore ways to make conflict a powerful force for creative, well-rounded solutions to problems 







Self–Leadership	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Self-leadership	puts	together	taking	responsibility	for	our	outcomes,	setting	direction	for	our	lives,	and	
having	tools	to	manage	priorities.	Self-leaders	work	at	all	levels	of	an	organization.	They	are	front-line	
workers	in	every	possible	role,	middle	managers,	and	CEOs.	Self-leaders	like	Walt	Disney	and	Wayne	
Gretzky	worked	hard	to	achieve	their	dreams	without	using	the	term	self-leadership.	However,	they	have	
clearly	demonstrated	that	being	in	control	of	their	behavior	and	results,	focus,	practice,	and	learning	were	
necessary	to	achieve	their	goals.	

Self-leadership requires a commitment from individuals to decide what they want from 
life and to do what’s necessary to get the results they want. This course will help 
participants internalize the four pillars of self-leadership and to make meaningful, 
empowered choices while taking action to get where they want to go. 

Learning	Objectives	

ü Define self-leadership and what it means on an individual level 
ü Assume responsibility for your results by understanding who you are, what you want, and how to 

reach your goals 
ü Describe the four pillars of self-leadership 
ü Use techniques related to adjusting to change, cultivating optimism, and developing good habits to 

build your self-leadership 





	

Business	Etiquette	– Gaining	That	Extra	Edge	

 

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

 

Course	Overview	

If	you’ve	ever	had	an	awkward	moment	where:	

ü You aren’t sure which fork to 



Getting	Stuff	Done	–	Personal	Development	Boot	Camp	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Why	are	there	so	many	different	organizational	systems	and	time	management	methods	out	there?





Change	Management	– Change	and	How	to	Deal	With	It	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Change	is	something	that	excites	people	who	love	opportunities	for	growth,	to	see	and	learn	about	new	
things,	or	who	like	to	shift	the	status	quo.	Some	changes,	however,	are	harder	to	adjust	to	and	lead	to	
expressions	of	resistance	and	anger.	We	can	take	concrete	steps	to	make	change	more	palatable	by	
understanding	people’s	hesitation,	enlisting	the	help	of	others,	setting	up	plans,	and	managing	stressors.	
These	steps	can	also	ensure	that	desired	changes	are	implemented	successfully.	In	this	course,	you	will	
learn	how	to	manage	and	cope	with	change	and	how	to	help	those	around	you	too.	

Learning	Objectives	

ü Accept there are no normal or abnormal ways of reacting to change, but that we must start 
from where we are 

ü See change not as something to be feared and resisted but as an essential element of the world to 
be accepted 

ü Understand that adapting to change is not technical but attitudinal. Change is not an 
intellectual issue but one that strikes at who you are 

ü Recognize that before we can embrace the way things will be, we may go through a process 
of grieving, and of letting go of the way things used to be 

ü See change as an opportunity for self-motivation and innovation 
ü Identify strategies for helping change be accepted and implemented in the workplace 



Active	Listening	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Communication	skills	are	at	the	heart	of	everything	we	do	each	day,	whether	at	home,	at	work,	or	at	play.	
Active	listening	encompasses	the	best	of	communication,	including	listening	to	what	others	are	saying,	
processing	the	information,	and	responding	to	it	in	order	to	clarify	and	elicit	more	information.	This	course	
will	help	participants	develop	and	practice	their	



	

Communication	Strategies	

 

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

 

Course	Overview	

Have	you	ever	wondered	why	it	seems	so	difficult	to	talk	with	some	people,	yet	so	easy	to	talk	with	others?	
Can	you	recall	



	

Anger	Management	– Understanding	Anger	

 

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.



Business	Leadership	– Becoming	Management	Material	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

This	course	is	a	tool	for	your	leadership	development.	It	is	designed	to	help	you	create	and	accomplish	your	
personal	best,	and	to	help	you	lead	others	to	get	extraordinary	things	done.	

At itso



	

Budgets	and	Managing	Money	



	

Strategic	Planning	



Emotional	Intelligence	Courses	

Anger	Management	– Understanding	Anger	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Anger	is	a	universal	experience.	Dogs	get	angry,	bees	get	angry,	and	so	do	humans.	You	don’t	have	to	be	a	
psychologist	to	know	that	managing	anger	productively	is	something	few	individuals,	organizations,	and	
societies	do	well.	Yet	research	tells	us	that	those	who	do	manage	their	anger	at	work	are	much	more	
successful	than	those	who	don’t.	

The co-worker who can productively confront his teammate about his negative attitude 
increases his team’s chance of success as well as minimizes destructive conflicts. The 
customer service agent who can defuse the angry customer not only keeps her customers 
loyal but makes her own day less troublesome. This course is designed to help give you 
and your organization that edge. 

Learning	Objectives	

ü Recognize how anger affects your body, your mind, and your behavior 
ü Use the five-step method to break old patterns and replace them with a model for 

assertive anger 
ü Use an anger log to identify your hot buttons butt  
ü Control your own emotions when faced with other peoples’ anger 
ü Identify ways to help other people safely manage some of their repressedbuttor anger 
ü Communicate with others  a a



Coaching	and	Mentoring	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Coach,	Mentor,	Role	Model,	Supporter,	Guide...	do	these	words	ring	a	bell?	Being	a	coach	involves	being	
able	to	draw	from	several	disciplines.	Coaching	is	based	on	a	partnership	that	involves	giving	both	support	
and	challenging	opportunities	to	employees.	Mentorship	is	a	related	skill	that	is	often	a	part	of	coaching.	
It’s	about	being	a	guide,	offering	wisdom	and	advice	when	it	is	needed.	

Knowing how and when to coach (and when to use other tools, like mentoring) is an 
essential skill that can benefit both you and your organization. 

Learning	Objectives	

ü Understand how coaching can be used to develop your team 
ü Develop the coaching and mentoring skills that help improve individual performance 
ü Demonstrate the behaviors and practices of an effective coach 
ü Recognize employees’ strengths and give them the feedback they need to succeed 
ü Identify employee problems and ways you can help to correct them 





	

 
 

Public	Speaking	– Presentation	Survival	School	



Meeting	Management	– The	Art	of	Making	Meetings	Work	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Meetings	come	in	all	shapes	and	sizes,	from	the	convention	to	a	quick	huddle	in	an	office	hallway.	This	
course	will	be	concerned	with	small	working	meetings;	with	groups	that	have	a	job	to	do	requiring	the	
energy,	commitment,	and	talents	of	those	who	participate.	

Members of such a group want to get some kind of result out of their time together: 
solving problems, brainstorming, or simply sharing information. At its best, such a group 
knows what it is about, and knows and utilizes the strengths of individual members. 

Learning	Objectives	

ü Understand the value of meetings as a management tool 
ü Recognize the critical planning step that makes meeting time more effective 
ü Identify process tools that can help create an open and safe forum for discussion 
ü Develop and practice techniques for handling counterproductive behaviors 



Building	Better	Teams	

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

Course	Overview	

Teams	are	an	important	building	block	of	successful	organizations.	Whether	the	focus	is	on	service,	quality,	
cost,	value,	speed,	efficiency,	performance,	or	other	similar	goals,	teams	are	the	basic	unit	that	supports	
most	organizations.	

With teams at the core of corporate strategy, your success as an organization can often 
depend on how well you and other team members operate together. How are your 
problem-solving skills? Is the team enthusiastic and motivated to do its best? Do you 
work well together? This course can help you get there! 

Learning	Objectives	

ü Understand the value of working as a team 
ü Develop team norms, ground rules, and team contracts 
ü Identify your team player style and how it can be used 



	

 

Facilitation	Skills	

 

Recommended	 Prerequisites	

No	prerequisites	are	required	for	this	course.	

 

Course	Overview	

It	is	



 
 

	


