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Supervisory Skills Workshop
	Program Objectives
	Content



	Learn how to:
· Identify the essential skills of an effective supervisor

· Organise their time and commitments effectively

· Improve the communication process with subordinate

· Demonstrate how various management skills can be applied to different work situation


	Roles and Responsibilities of a Supervisor

· Setting goals and establish directions

· Key interpersonal skills for supervisor

Delegation and Leadership

· Delegation

· Communicating for success

· Leadership styles

· Resolving conflicts

Monitor Performance and Give Feedback

· Motivation

· Recognition and rewards
· Coaching for results

· Giving feedback

· Handling objection and disagreement

Managing Change

· Change Management

· Overcoming resistance and barriers

Influencing Others

· The influence process

· Preparing and conducting influencing

· Influencing upwards and strategic networking



	Methodology
· Mini-lecture
· Role-play
· Group exercise & presentation

· Practical experiences sharing

Duration

1 Day

Facilitator
Ms. Virginia Choi J.P.
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