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25 Training Activities for

Creating and Managing Change

Mike Woodcock
25experientialactivitiesforteachingmanagersandemployees

how to effectively deal with workplace change. Activities are
organized into 4 change stages: preparing for change, articulating

choices, visioning the future, and implementing change programs.

ISBN: 978-0-87425-198-2
256 pp / 3-ring binder

50 Activities for Achieving Change
Barry Fletcher
Acompleteselection oftrainingactivities forteachingothersthe

process of accepting change, demonstrating the need for change,
reducing conflict,improvingcommunicationskills,andmore.

ISBN: 978-0-87425-211-8
420 pp / 3-ring binder

50 Activities for Coaching/Mentoring
Donna Berry

Aselectionofactivitiescoveringmentoringconceptsandpeer
guidance techniques, skills to express performance improvement
goalsclearly, create open, trustingrelationships,andrefinea
P D Q D J bkilisfivproviding constructive feedback. Activities are
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25Role Playsfor Developing
Interpersonal Skills
Teresa Williams

These activities include counseling, assertiveness, negotiating,
problem solving, fact finding/questioning, and persuasion/
influencing.Eachactivityisfullyreproducibleandtakefrom1to3
hours to complete making this a great resource for new ideas and
ongoing needs.

ISBN: 978-0-87425-240-8
350 pp / 3-ring binder

50 Activities for Developing
Emotional Intelligence
Adele Lynn

A collection of reproducible activities perfect for skill-building
on self-awareness, emotional control, empathy, social expertness,
personal influence, mastery of vision and more. Emotional
Intelligence explains why, despite equal intellectual capacity,
training, or experience, some people excel while others of the
same caliber do not do as well.

ISBN: 978-0-87425-601-7
300 pp / 3-ring binder

50 Activities for Developing People Skills

Jaqueline Stewart

Each of these funand easy-to-use employee activities focuses on
a different aspect of employee engagement and can be completed
in 30-45 minutes. Each activity includes the purpose, description,
time guidelines, resources, presentation instructions, debriefing

IXOO\ UHSURGXFLEOH DQG FXVWRPRR&EY ZLWK GHWDLOHG \Wuidelir@s] erfdhandouts.

and clearobjectives.

ISBN: 978-0-87425-218-7
306 pages / 3-ring binder

50Activitiesfor Developing Counseling
Skills in Managers
Roy Bailey

These fully reproducible activities will enable managers to concen-

trateonthe personal views, feelings, and opinions oftheirstaff,
encourage person-centered management, improve interpersonal
skills,ensurethatorganizationalgoalsareachieved,andmore.

ISBN: 978-0-87425-183-8
296 pp / 3-ring binder

20 Reproducible Training Workshops for
Listening Skills
Clare Sproston & Glenna E. Sutcliffe

20 fully reproducible training workshops averaging 2* - iours in
length coveringlistening skillstrainingin avariety of contexts
including:listening like aleader, listening forthe symptoms of
stress, listening to improve retention, developing phone listening
skills and much more.

ISBN: 978-1-61014-299-1
518 pp / 3-ring binder

ISBN: 978-0-87425-241-5
250 pp / 3-ring binder

50 Activities for Interpersonal
Skills Training
Sue Bishop

Theseactivelearningsessionscovervitalpeopleskillssuchas
assertiveness, listening, decision making, motivation, presentation
skills, leadership, and teamwork. Each activity is fully reproducible
and takes from 1to 3 hours to complete.

ISBN: 978-0-87425-182-1
350 pages / 3-ring binder

Complete Guide to Facilitation
Enabling groups to succeed
Tom Justice & Dave Jamieson

Thisguideincludesawealthofpracticalinformation forinexperi-

enced group leaders as well as new tools for seasoned facilitators 2

morethan100reproducibleforms,checklists, planningaids,and

guides. Selected contents are reproduced in CD-ROM format so that
you can customize toolsto meetyour specific needs.

ISBN: 978-0-87425-432-7
673 pp / 3-ring binder w/CD

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.
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50 Activities for Conflict Resolution
Jonamay Lambert & Selma Myers

A collection of excellent reproducible activities that help individuals
determinetheirconflictresolutionstyle, determinetheroleconflict
playsintheworkplace,improve interpersonal communicationin
the workplace, help individuals overcome concerns about conflict,
and more.

ISBN: 978-0-87425-498-3

300 pp / 3-ring binder

20 Reproducible Workshops for Customer
Service, Volume 1
Terry Gillen

Be ready to respond to customer service moments of truth by
ensuring that customer service staff have the core skills they need.
These 20 ready-to-use training workshops include detailed trainers
notes, slides,andhandouts. Allmaterialsarefullyreproducible.
ISBN: 978-1-61014-290-8

584 pp / 3-ring binder

20 Reproducible Workshops for Customer
Service, Volume 2

Terry Gillen

20fullyreproducible, trainingworkshopsinthisvolumeareideal
for customer service managers, supervisors, coaches and self-
directedcustomerserviceteamsthatmustsetservicepolicies,
measure effectiveness and identify where service improvement is
needed.

ISBN: 978-1-61014-296-0

368 pp / 3-ring binder

25 Reproducible Activities for Customer
Service Excellence

Peter Garber

Make it easy for employees to provide great customer service with

thiscollectionof 15-30 minute motivatingandskill-building
activities thatinclude quizzes, exercises, role plays and strategies.

ISBN: 978-0-87425-848-6
163 pp / 3-ring binder

50Activitiesfor Achieving Excellent
Customer Service

Darryl Doane & Rose Sloat

Increase the creativity and skill level of customer service represen-
tatives, demonstrate what excellent customer service is, provide
insights and practice to improve customer service, develop your
own RU JD Q L] bankloReQsfovher service learning situations.
ISBN: 978-0-87425-737-3

275 pp / 3-ring binder

2
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675*mu Develop
Yoursell and

Your People

e e

50 Activities for Dealing with Difficult
Discussions
Peter Garber

Eachfullyreproducibleactivityofferspracticeinakeyskillrelated
tohandlingdifficultconversationsincludinghowtobroacha
touchy subject, stay on topic, handle one-sided and circular discus-
sions, and much more.

ISBN: 978-1-59996- 265-9

347 pp / 3-ring binder

50Activitiesfor Administrative,
Secretarial,and Support Staff
Elizabeth Sansom & Christine Newton

Thismanual ofactivitiesiswritten for supportstaff, the unsung
heroes and heroines of organizations who often are the ones for
whomthereisnotrainingbudgetorwhocan notbespared
from their work to spend time in training.

ISBN: 978-1-59996-064-7

528 pages / 3-ring binder

50 Activities for Employee Engagement
A roadmap for a difficult transition with huge payo  ffs
Peter Garber

Learn to improve interpersonal skills, enhance management
performance, create effective teams, and improve communication
within your organization. This 200+ page collection of compe-
tence-building developmentactivitieswill helpyou understand
whatemployee engagementreallymeans, howitcanhelpyour
organization, and how to create and maintain an engaged workforce.

ISBN: 978-1-59996-066-1
230 pp / 3-ring binder

50 Activities for Self Development
Dick Francis

These fully reproducible activities can be used as self study

exercisesorfacilitatedbyatrainer. Thereareskill development

andawarenesstraininginthefollowingcompetencies: problem
solving, motivation, influence, values, exploring feelings, relieving
pressure, coaching, setting objectives, management style, brain-
storming, creativity, and more.

ISBN: 978-0-87425-173-9

400 pp / 3-ring binder

675 Ways to Develop Yourself
and Your People

Strategies, ideasandactivitiesfordevelopment&
Laurel Alexander

learning

675 Ways to Develop Yourself and Your People reflects the real

needs of real people in today §workplace. You will gain exercises,
activitiesandstrategiesthatwill helpyoudevelopyourabilityinall
aspects of workplace skills and needs.

ISBN: 978-1-59996-053-1
244 pp [ 3-ring binder

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.
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15Reproducible AssessmentsforBusiness
Ethics & Values

Peter Garber

In W R G Busfhe'ss climate, simply having an ethics policy in place
LV énfivgh. You must continually keep ethics up front and center

toavoidtheethicalviolationsanderosionofconfidence seenin
corporate Americatoday.

ISBN: 978-0-87425-847-9
90 pp / 3-ring binder

50 Activities for Promoting Ethics
Marlene Caroselli
Thiscollectionofactivitiesemploysavarietyoftrainingmethods,
including case studies, quizzes, hand-outs, buzz groups, role-plays,

panels, assessments,andmoretomakeiteasytoaddressthe
sometimes intimidatingtopic of ethicsintheworkplace.

ISBN: 978-0-87425-716-8
350 pp / 3-ring binder

25 Role Plays for Interview Training
Geof Cox & Chuck Dufault

Agreatwaytoprovide opportunities forindividualstotry outnew

skillswithoutrisk. Providestraininginareasthatcanonlybedevel-

oped by practice with feedback from observers. Role-plays cover
skillsineach ofthe five maininterviewtypes. Eachrole playis
designed for 90 to 120 minutes.

ISBN: 978-0-87425-213-2

280pp/ 3-ring binder

Fostering Employee Engagement
Practical Tools and Best Practice Techniques

Donna Dickson

Learn step-by-step how to create employees who are committed,
passionate,energetic, takeinitiative, puthighlevelsofeffortinto
theirjobs, and exceed expectations. Fostering Employee Engage-

menthasthe answers alongwith practical tools and specific
actionsyou caneasilyimplementtoengage yourworkforce.

ISBN: 978-1-59996-231-3
186 pp / 3-ring binder

25 Legendary Leadership Activities
Peter Garber
Whatislegendaryleadership?ltcanbedefinedsimplyasleader-

shipthat is remembered. These 25 activities are designed to ensure
youarerememberedasagoodorevengreatleader.

ISBN: 978-1-59996-072-2
186 pp / 3-ring binder

50Activitiesfor Developing Leaders
Volume 1
Lois Hart

This unique volume offers ready-to-use, proven activities to
introduce and develop key skills in leadership training. Each activity
includesclearobjectives, detailedinstructionsonhowtorunthe
activity, and reproducible participant materials.

ISBN: 978-0-87425-248-4

300 pages / 3-ring binder

50Activitiesfor Developing Leaders
Volume 2
Lois Hart

For years, the popular 50 ActiviTies for Developing Leaders, Volume |,
has helped trainers effectively introduce and reinforce key skills in
leadership training. Now the second volume reflects the bestand
latest thinking on leadership theory making it the best tool avail-
ahle for building leadership skills, attitudes, and competencies.

ISBN: 978-0-87425-736-6
300 pp / 3-ring binder

50 Activities for Achieving
Cultural Competence

Have fun and build communication skills in just min ~ utes
Jonamay Lambert, Selma Myers, George Simons

Today most executives and managers need to have an international
businessand cross-culturalperspective. Thisgreat resource includes
activities and self-development exercises to prepare your personnel
for international assignments and cross-cultural communication.

ISBN: 978-1-59996-177-4
328 pp / 3-ring binder

50 Activities for Developing
Management Skills, Volume 1
Leslie Rae

50fullyreproducible activitiesranging from 1 to 3hoursinlength.
Includesskill developmentforthe following managementskills:
trust, time management, task analysis, appraisal, setting priorities,
interviewing, negotiating, delegation, interpersonal skills, commu-
nication, andmore.

ISBN: 978-0-87425-178-4
300 pp / 3-ring binder

50 Activities for Developing
Management Skills, Volume 2
Teresa Williams

50fullyreproducible activitiesrangingfrom 1to3hoursinlength.
Includesskill developmentforthe followingmanagementskills:
problemsolving,communication, selfdevelopment, selfexplo-
ration, listening, distance management, disciplining employees,
decision making, leading meetings, managing stress, and more.
ISBN: 978-0-87425-179-1

300 pp / 3-ring binder

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.
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50 Activities for Developing
Supervisory Skills

lan Nicholls

Comes complete with leamning objectives, facilitator guidance, and
reproduciblematerials. Training objectives: definetherole ofthe

supervisor, develop key supervisory skills, including planning,
organizing, and controlling, improve communication skills, develop
skills for running effective meetings. Training methods: brainstorm-
ing sessions, case studies.

ISBN: 978-0-87425-244-6

350 pages / 3-ring binder

50 Case Studies for Management and
Supervision

Alan Clardy
Trainerscanteachmanagersandsupervisorstosharpentheir
analytical and decision-making skills with this collection of fully
reproduciblecasestudies.Basedonactual, real-lifesituations,
these exercises prepare supervisors, and team leaders for the chal-
lengingproblemstheyfacein W R Gdifiéxworkplace.
ISBN: 978-0-87425-977-3

400 pp / 3-ring binder

TheProject 0D Q D J Rastndf,

2nd Edition

A step- by-step guide to project management

Michael Greer

Thisguide canbe usedasastandalone orasthe participants
hookletwiththe title ProjectManagementforWorkgroups. Itis
organized around 20 key project manager actions and results with
the majority devotedtoproviding newprojectmanagerswiththe
tools to get quality results.

ISBN: 978-0-87425-610-9

160 pp / Paperback

The Competency Toolkit, 2nd Ed.

Volumes 1 & 2

David Dubois

This user-friendly package contains the most innovative methods,
procedures, suggestions, and materials available to help you

identify competencies and create models, individual competency
assessments, and individual development planning.

ISBN: 978-0-87425-568-3
600pp /two 3-ringbinders& CD

50 Activities for Performance
Appraisal Training

Quick exercises that get results in just minutes
Wendy Denham & Jane Jestico

+H Utéptificresourcefull ofhands-onexercisesthatwillmake
trainingenjoyableandmotivating. Everyemployeeregardlessof
experiencewillbestimulatedbylearninghowtoquestion, listen,

be objective, give feedback, communicate and manage the process.

ISBN: 978-1-59996-052-4
308 pp / 3-ring binder

Role Plays to

Teach Negotiation

50Activities for Creativityand
Problem Solving
Geof Cox

These reproducible activities develop creative thinking, offer new
approaches to problem solving, and develop innovative approaches
toproblemsthat D U He3ffowdingtotraditional methods. Agreat
resource for newideas and ongoing needs.

ISBN: 978-0-87425-184-5
240 pp / 3-ring binder

50ActivitiesforDeveloping Critical
Thinking Skills

Marlene Caroselli

Thistitle contains 50fullyreproducibletrainingactivitiesto
developquickthinking, creative thinkingandanalytical thinking
skills. Itwill add real value to your training by taking critical think-
ingskillsoutofthe boxandintotheworkplace. Learnerswill
sharpen their critical thinking skills and develop a thought process
thatis creative, accurate, and assumption-free.

ISBN: 978-1-59996- 196-5
302 pp / 3-ring binder

25RolePlaysto Teach Negotiation,
2nd Edition

Includes CD
Ira Asherman & Sandy Asherman

25 Role Plays to Teach Negotiation contains exercises that will
inspireyoutothinkandactlikeanegotiationexpert. Selectrole
playsbyindustryorbytrainingobjectives. Buildanentirework-
shop or supplement related training with a negotiation exercise.

ISBN: 978-0-87425-763-2
152pp/3-ringbinderw/CD

25 Sales Strategies and Activities
Peter Garber

25 Sales Strategies and AcTvITIES is a unique training and develop-
ment tool designed to teach sales professionals how and when to
use a variety of proven sales strategies. Each strategy comes with
an activity that clears up any question about how the strategy
should be implemented.

ISBN: 978-0-87425-945-2
176 pp / 3-ring binder

50 Activities for Sales Training
Phillip Faris

Novice and experienced salespeople alike will benefit from these
activities which focus on strengthening essential selling skills. The
ready-to-use, reproducible activities offer practice in closing a sale,
developing new business, resolving customer objections, manag-
ing sales relationships, and more.

ISBN: 978-0-87425-225-5
300 pp / 3-ring binder

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.
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50 Activities to Teach Negotiation
Ira Asherman & Sandy Asherman

This collection of fully reproducible, trainer led exercises teaches
and reinforces the skills necessary to be a successful negotiator.
Skills include: being assertive, questioning techniques, surfacing
intangibles, planning a negotiation, managing expectations,

building trust, and more.

ISBN: 978-0-87425-314-6

300 pp / 3-ring binder

25ReproducibleInstrumentsfor Team
Building
Glenn Parker

Thisnewcollectionofinstruments providesteambuilding practi-
tionerswithtoolsdesignedtoassistinthe developmentofindivid-
uals, teams, and organizations. The instruments range from simple,
self-scoredtoolstomore complexassessments thatprovide
in-depthinformationonteams. All ofthe instruments are fully
reproducible andcost-effective.

ISBN: 978-1-61014-257-1
200 pp / 3-ring binder

50 Activities for Self-Directed Teams
Glenn M. Parker

Implement successful self-managed teams in your organization.
Teach team leaders and team members how to resolve conflict,
assess their performance, hold meetings, build trust, solve
problems, and get results.

ISBN: 978-0-87425-969-8
250 pp / 3-ring binder

50 Activities for Team Building,
Volume 1
Glenn M. Parker and Richard P. Kropp. Jr.

Volume 1containscreativetrainingactivitieswhichfocusonthe
buildingblocksforteams suchascommunication, leadership,
conflict resolution, and decision making. These activities are ideal
for team leaders who are looking for creative activities to energize
theirteams butdo not have the time to develop them.

ISBN: 978-0-87425-174-6
Vol 1: 236 pp /3-ringbinder

50 Activities for Team Building,
Volume 2
Mike Woodcock

Volume 2offers50additional activities forteamdevelopment
and provides skills practice on cooperation, balancing roles, and
defining team objectives and goals. These activities are ideal for
team leaders who are looking for creative activities to energize
their teams.

ISBN: 978-0-87425-192-0
Vol 2: 248pp /3-ring binder

@B Ty

FAULTLESS

mc:u‘rwr
The New Comlete Revouncs

Best

SELLER

50Activitiesfor TeamBuilding, Volume 3
Glenn M. Parker and Richard P. Kropp, Jr.

Implement successful self-managed teams in your organization. This
collection of proven training exercises has been tested and refined in
actual teamtraining sessions, and coversallaspects ofteam develop-
ment, including mutual goal setting, managing team stagnation, and
developingteamnorms. The activities encourage active participation
and feedback from participants and come complete with all the
necessary questionnaires, exercises,andhandouts.

ISBN: 978-1-61014-309-7
236 pp / Electronic Delivery

Faultless Facilitation
Lois Hart

, QVWUXFWRU-V

This instructors manual for the Faultless Facilitation program offers
48in-classlearningactivitiesand optionaltraining designstogo
with the best-selling Faultless Facilitation Resource Guide. The

, Q VW U X IByS ut exactly how to plan, run, and evaluate
skill-based training for inexperienced facilitators.

ISBN: 978-0-87425-401-3

InstructorManual/ 256pp/3-ring

ResourceGuide/ 184pp/3-ring

Faultless Facilitation Resource Guide,
2nd Edition

Lois Hart

The Resource Guideforthe Faultless Facilitation Workshopincludes

how W RIf ¥ading groups and problem solving for facilitators. Use
itasaparticipantcoursebookwiththe program, orasaself-study
RSWLRQ 7KH ,QVWUXFW-gadgactioizQaxdt@inR I1HUV L
ingdesigns (1-,2-,3-,or 5-day) togowith the Resource Guide.

ISBN: 978-0-87425-402-0

ResourceGuide/ 184pp/3-ring

InstructorManual/ 256pp/3-ring

Grand Canyon Adventures Package w/DVD
Realistic, video- EDVHG VLPXODWLRQV VHW LQ $PHULF
popular scenic wonder!

Carmine Consalvo

Anunforgettable learning adventure with aninspiring 18-minute
DVD set in the Grand Canyon. The package includes interrelated

activities on problem solving, collaboration, and consensus decision
making.Use allnineactivitieswithindividualsorthe fullteam.

ISBN: 978-1-59996-094-4

Complete Package

Instructor Guide, DVDand 10copies each of nine activities

Team Metrics

A collection of 27 audits, questionnaires, and surv  eys
Mike Woodcock & Dave Francis

<R X fatldpted the teamwork approach, now \R X fWdilering 2
Howdowe know howwell Z H fddikty? This book answers the

question with a great collection of audits, questionnaires and
surveys.

ISBN: 978-1-59996-129-3
394 pages / 3-ring binder

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.
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Team Workout r P

50 interactive activities o 1 l
)

Glenn Parker £ ﬁ ?.g

A compendium of 50 experiential activities for developing mission o ommmcATNS

focused teams. Each activity includes time required, skill develop- |

mentgoals,anddetailedtraininginstructions. Thereareeven
debriefingquestionstofacilitate the transfer oflearming backto
the workplace.

ISBN: 978-0-87425-593-5
304 pp / 3-ring binder

7KH )DFLOLWDWRU:-V 7RRON

Toolsandtechniques for generating ideasand
making decisions in groups

Lynn Keamney

Everythingyouneedtoeffectivelyleadateam, plangroupmeet-
ings, andfosterteam decision-makingisnowavailableinone
handytoolkit. This collection of fully reproducible activitiesand
techniques will benefit anyone else whose job success depends on
the results produced by groups.

ISBN: 978-0-87425-268-2
300 pp / 3-ring

20Reproducible Assessmentinstruments
Philip Harris

{cebreakers,
Enereizers,
& Introductions

This collection of reproducible assessment instruments will:
VWLPXODWH SDUWLFLSDQWYTV WKHEMHQY H\WQ
and others; provide objective feedback about behavior and
performance; serve as a hasis for discussion and leaming as well
as for personal and organizational development

ISBN: 978-0-87425-989-6
120 pp / 3-ring binder

25 Role Plays for Developing =)
Management Skills éno nf-‘—l n:
Di Kamp ging

pace
Thisisagreatresource toachieve results. It can be used to: provide outter games
traininginareaswhichcanonlybedevelopedbypractice;obtain
feedbackfromobserverstoaid personal development;enable
participantsto testtheir skillsinavariety of real-life situations;

enableparticipantstopracticeinarisk-free environment.

ISBN: 978-0-87425-961-2
276 pp / 3-ring binder

50 Activities for Empowerment
Donna Berry, Charles Cadwell, Joe Fehrmann

Eachactivityisorganizedintoauserfriendly formatthatwill guide
youthroughestablishingthe objectives, conductingthe activity,
reviewing the participant experience, discussing the key learning
points,andrelatingthekeyapplicationstojobperformance. This
processwillensure thatlearners domore thanjust participate
inthe activities, butwill also departwith tangible actions for
improvement.

ISBN: 978-0-87425-964-3
300 pp / 3-ring binder

6

50 Communications Activities,
[cebreakers, and Exercises
Peter Garber

+DYH IXQ SUHVHQWLQJ WKHVH BIPWORLMWHWY
communication skills in just minutes! Each activity focuses on some

facet of communication and includes a description, time guideline,

purpose, resources, presentation, debrief, difficulty rating, and
variations to make implementation easy.

ISBN: 978-1-59996-155-2

248 pp / 3-ring binder

500 Creative Classroom Techniques for
Teachers and Trainers
Marlene Caroselli

Make your teaching and their learning fun, fast-paced and
functional. This toolkit of 500 tips and techniques is designed for
trainers at all levels of experience who enjoy experimenting,
discovering and evolving.

ISBN: 978-0-87425-922-3

350 pp / 3-ring binder

A Compendium of Icebreakers, Energizers,
& Introductions
Andy Kirby

D BRetiitol 16 quick exercises to break down harriers, increase

motivation, and provide the bestpossible startto yourtraining
program. The gamesrepresentarichmixture of stylesandan
extensive range of approaches. There isan index of activities by
objective. Fully reproducible participant materials are included to
save you hours of preparation time.

ISBN: 978-0-87425-197-5
200 pp / 3-ring binder

Changing Pace

Outdoor games for experiential learning

Carmine Consalvo
Thiscollectionofexperientialactivitiesingameformatwillenable
trainersandfacilitatorstomakeeffective use ofthe outdoorsasa
vehicle for learning. It contains sixty-three creative games that can

be conducted easilyand safelywithaminimumofmaterialsand
preparation.Manyoftheactivitiescanberunequallywellindoors.

ISBN: 978-0-87425-354-2
200 pp / 3-ring binder

Compendium of Icebreakers, Volume 2
125 activities for faultless training

Lois Hart

Are you maximizing every opportunity to connect with participants
before, duringandafter training? Thisisthe key tooptimizingthe

learningexperienceofeveryindividualandthefocusofthese 125
tested and proven-effective activities for trainers.

ISBN: 978-1-59996-068-5
364 pp / 3-ring binder

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.
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Compendium of Icebreakers, Volume 3
70 exercises to add energy and fun
Michelle Barca & Kate Cobb
.irﬂ“
L )

Howyoubeginandendatrainingcourseisvitaland VKR X 0eG Q|f r}iﬁﬂgﬁs
|eft to chance. This manual introduces easy-to-use openings and sndyhithy
closingsthat canincrease the cohesiveness of your group, create a

relaxed atmosphere and enhance the learning experience. Contains

70icebreakers, energizers,andothertime tested exercises.

ISBN: 978-1-59996-069-2
164 pp / Paperback

Compendium of Learningand
DevelopmentQuizzes
Sarah Cook

Itisnoweasytofindthe perfectquiz. Theyareorganized
alphabetically and in nine topics: communication, customer
service, healthandsafety,leadership, performance, personal
development, teamwork, recruitment and selection, and training
and development.

ISBN: 978-1-59996-062-3
248 pp / 3-ring binder

Compendium of Questionnairesand
Inventories, Volume 1
Sarah Cook

Thismanualischockfullofanassortmentofassessments,
checklists and surveys covering a variety of topic areas. Itisa
must resource for trainers, HR professionals, line managers,
teamleaders, or anyone who wants to provoke self-awareness
and discussion.

ISBN: 978-1-59996-055-5
304 pp / 3-ring binder

Compendium of Questionnairesand

! SESSION BUILDERS l
Inventories, Volume 2 -
Sarah Cook ' s’fmwi’ﬁﬂﬁ
The second volume of the popular Compendiumof Questionnaires
and Inventories has arrived with 48 new assessments, checklists e - ~
and surveys for increasing self-awareness and stimulating discus- e
sionintraining and development activities.

ISBN: 978-1-59996-057-9

234 pp / 3-ring binder

Experiential Training Activities for —
Outside and In |

BUILDERS
‘ ———"L0kRs

.

Carmine Consalvo

Physically engaging activities usable in an outdoor setting. While
there are definite benefits to staging these activities outside, most
ofthemwork equallywellindoorsand only require readily avail-
able, low-cost materials. Complete set-up instructions and game
guidelinesareincludedforall 36 exercises. Eachactivity takes
between 1and 3hours

ISBN: 978-0-87425-962-9
445 pp / 3-ring binder
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Great Games for Trainers
Andy Kirby

Acollectionof75games, case studiesandenergizersonequal
opportunities, stress management, group processes, leadership,
team building, creativity, corporate ethics, assertiveness and more.

ISBN: 978-0-87425-994-0
200 pp / 3-ring binder

51 Activities for Collaborative
Management
Peter Garber

In 51 Activimies for Collahorarive Management, you fiDdan array of
dynamic and engaging exercises to help you explore what makes
collaborative management work, its potential benefits and how to
experience them in your organization.

ISBN: 978-0-87425-919-3
200 pp

Rapid Skill-Builder Series Library:
Complete 2-Volume Set
Jon Warner

The Rapid Skill-Builder Library: 2-Volume Set comes complete with
onecopyofall42ofthe Rapid Skill-Builderseries. Eachvolume
includes 21 different skill builders. Each Rapid Skill-Builder provides
anindividualwithathorough overview, techniques, andmethods
toimprove inthe competency.

ISBN: 978-1-59996-218-4
pp 504 / 3-ring binder

Session Builders Series 100
60 exercisesformanagementand supervisorytraining
TRC Interactive

SessionBuildersSeries101isa2volumesetof60activities. It
covers over 20 of the most important management and supervisory
skills, fromactive listening to time management.With more than
200 exercise options and variations you will always have a choice of
realistic,easy-to-usedesignsthatwilladdsomethingextratoyour
training programs.

ISBN: 978-1-59996-203-0
2-Vol.Set/3-ringbinder/ 850pp

Session Builders Series 200
61 exercisesformanagementand supervisorytraining
TRC Interactive

Those in your organization who have eamed the title of manager or
supervisorcertainlyhavetheirhandsfull. Thispracticalresource
shows you how to develop the most critical skills and competencies
they need to succeed through 60 powerful exercises. Engage learn-
ers in this experiential learning and you will see self-awareness and
self-confidence increase dramatically.

ISBN: 978-1-59996-210-8
2-Vol.Set/3-ringhinder/ 657pp

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.



Activities /Team Buildingt Tools for Trainin

Session Builders Series 300
50 exercises for teams
TRC Interactive

Gettingateamtogel, produce, andbe successfulisnevereasy.
Invariably, \ R XHa@e@ammemberswhoareinflexible orover-
sensitive...talk too much or stay silent...or stir up conflict. These 50
exercises are a terrific way to confront issues you may be facing asa
teamleader. Youcanimplementanyandallofthemquickly, with-
outabigbudgetandwith little orno training experience.

ISBN: 978-1-59996-212-2
462 pp / 3-ring binder

Simulations for Assessment, Training,
and Development
Julie Hay

Thismanualcontainsfoursets ofjobsimulationexercises,each

comprising a number of activities. The simulations can be used for

assessment or training. For assessment purposes, there are two

competence frameworks: managerial and professional. The simula-
tions are coded for specific situations; recommendations, planning,
contingency, and all activities runin sequence.

ISBN: 978-1-59996- 169-9
602 pp / 3-ring binder

The Fast Facilitator
76 activities, interventions, and creative techniqu  es
Anthony Landale & Mica Douglas

This resource focuses on the core facilitation skills in three parts 2
essential facilitation, group and team facilitation, and creative
facilitation. Topicsincludewnhatisfacilitation, facilitator qualities,
planningandstructuring, teamroles,whenandhowtointervene,
diversity and defense patterns. Key issues are attentiveness,
culture,emotionalexpression, opennessandfeedback.

ISBN: 978-1-59996- 135-4
202 pp / 3-ring binder

Training House Reproducible Games
and Simulations
Training House

Acollectionof18differentengagingtraininggamesfromHR Hall
of Fame inductee Scott Parry, founder of Training House and devel-
oper ofthe Managerial Assessment of Proficiency. All games come
withlearningobjectivesandcompleteinstructions. Agreat
resource of learning activities.

ISBN: 978-0-87425-536-2
200 pp / 3-ring binder

Urban Survival Series
Dramatic exercises on the benefits of collaboration
Peter Garber

Here §la powerful and memorable way to teach employees how
working together as a team yields better results than working
alone. Urban Survival Series is a collection of four activities that
provides survival exercises based on urban situations participants
could possibly experience. The Facilitator §iGuide provides every-
thing you need to introduce, conduct, and explain the activity
objectives, ground rules, learning principles. Fully reproducible CD .

Fully Reproducible Activities

Behavioral Economics

50 Activities for Building Innovation
Richard Brynteson

These50exercisesaretheperfectwaytogetemployeesexcited
aboutthe conceptofinnovation, developtheirinnovationskills,
build an ongoing capacity for innovation and introduce an easy-to-
use innovationprocess.

ISBN: 978-1-59996- 263-4
218 pp / 3-ring binder

WorkPlay

36 indoor/outdoor activities for leadership, team building,
and problem solving

Carmine Consalvo

36variedandversatileactivitiesthatcoverawiderangeoftraining
themes and can be conducted indoors and outdoors. Some activi-
tiesareplayinthesense ofgamesofjoyandphysical exercise,
othersare playinthe sense of games like chess.

ISBN: 978-1-59996-172-9
287 pp / 3-ring binder

50 Activities for Managing Stress
Roy Bailey

Thiscollectionoffullyreproducibletrainingactivitiesisdesigned
to help managers and employees understand the sources of work-
place stress, types of stress, how stress effects performance and,
mostimportantly, howto better manage stress.

ISBN: 978-0-87425-196-8
303 pp / 3-ring binder

50 Activities for Diversity Training
Jonamay Lambert

Includes learning objectives, facilitator guidance, and reproducible
materials. Training objectives: illustrate how cultural differences
may impact behavior; increase awareness of the impact of culture;
demonstrateskillsformanagingaculturallydiverseworkplace;
addressissues of gender in the workplace. Includes: icebreakers;
participative exercises; role-plays; etc. Each 15to45minutes.

ISBN: 978-0-87425-980-3
300 pages / 3-ring binder

Behavioral Economics &Decision Making
Richard Brynteson and Steve Manderscheid

Peaple are prone to making poor decisions. They make decision er-
rorseveryday 2 decisionerrorsthatjeopardize theirwell-being
andthewellbeingofthose aroundthem. Ourassumptionindevel-
oping;theseexercisesisthatawarenessandunderstandingwill

leadtobetter decision-making practice, i.e., individual, team, or-
ganization, and societal change.

ISBN: 978-1-61014- 380-6
136 pp / 3-ring binder

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.



Activities /The50Activities Serie

The 50Activities® Series

The 50 AcTiviTES Series provides trainers and HR professionals
acomprehensive library of ready toimplement training
activities targeted at specific competencies. Everything you
need is provided and at your fingertips. Each title comes
complete with learning objectives, facilitator guidance, and
reproducible materials. This industry leading collection of

titles belongs in every training department reference library.

50 Activities for Achieving Change
420 pp / 3-ring binder

50 Activities for Achieving Cultural Competence
328 pp / 3-ring binder

50Activities for Achieving Excellent
Customer Service

275 pp/ 3-ring binder

50 Activities for Building Innovation
234 pp / 3-ring binder

50 Activities for Coaching/Mentoring
306 pp / 3-ring binder

50 Activities for Collaborative Management
200 pp / 3-ring binder

50Activitiesfor Conflict Resolution
300 pp /3-ring binder

50 Activities for Creativity & Problem Solving
240 pp / 3-ring binder

50 Activities for Dealing with Difficult
Discussions at Work

356pp / 3-ring binder

50Activitiesfor Developing Counseling
Skills in Managers

296 pp / 3-ring binder

50Activitiesfor Developing Critical
Thinking Skills
302 pp / 3-ring binder

50 Activities for Developing
Emotional Intelligence

300 pp / 3-ring binder

50Activitiesfor Developing Leaders, Vol. 1
300 pp / 3-ring binder

50Activitiesfor Developing Leaders, Vol.2
300 pp / 3-ring binder

50 Activities for Developing People Skills
250 pp / 3-ring binder

50 Activities for Developing Supervisory Skills
350 pp / 3-ring binder

50 Activities for Diversity Training
300 pp / 3-ring binder

50 Activities for Employee Engagement
230 pp / 3-ring hinder

50 Activities for Empowerment
300 pp / 3-ring binder

50 Activities for Interpersonal Skills Training
430 pp / 3-ring binder

50 Activities for Developing Management Skills,
Volume |

300 pp / 3-ring binder

50 Activities for Developing Management Skills,
Volume |I

300 pp / 3-ring binder

50 Activities for Managing Stress
303 pp / 3-ring binder

50Activities for Performance Appraisal Training
308pp / 3-ring binder

50 Activities for Promoting Ethics
350 pp / 3-ring binder

50 Activities for Sales Training
300 pp / 3-ring binder

50 Activities for Self Development
400 pp / 3-ring binder

50 Activities for Self-Directed Teams
250 pp / 3-ring binder

50 Activities to Teach Negotiation
300 pp / 3-ring binder

50Activitiesfor Team Building, Vol.1
200pp/3-ringbinder

50Activitiesfor Team Building, Vol.2
300pp/3-ringbinder

50Activitiesfor Team Building, Vol.3
236pp / 3-ring binder

50 Communications Activities,
Icebreakers, and Exercises

248 pp / 3-ring binder

50Training Activitiesfor Administrative,
Secretarial and Support Staff

528 pp / 3-ring binder

New!

Behavioral Economics and
Decision Making: 51 Exercises

136 pp/3-ring Binder

50Activities Series Full Set

Electronic Download

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.
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Activities /New! Fully Reproducible Simulations

New! Fully Reproducible

Crisis in Mantique

1 Develops team problem soLvinG skills
FImproves intergroup communication

} Teacheswin-win negotiation strategies
1 Builds conflict resolution skills

Thisis a challenging exercise that dramatizes how teamwork, open communication, active
listeningandawin-winnegotiating approach canovercome conflictandbring people
togetherto constructively solve mutual problems. Makes learning fun and exciting!

Participants take roles as members of a Joint Commission representing both environmental
and commercial interests on the Caribbean island nation of Mantique. Unless a way can be
foundtostimulateitseconomy,the beauty andtranquilityofMantique maybe shatteredby
foreign commercial and industrial exploitation. But, differing viewpoints on the commission
haveproducedconflictandtimeisrunningoutasnegotiationsenteracrucial phase! About
1, #63" ; ours depending on options selected by facilitator.

Fully reproducible masters  of all participant and facilitator materials plus
PowerPoint®slides. Code: G-808R /$149.95

Hurricane Disaster Exercise

1 Develops planning and organizing skills

1 Builds teamwork

1 Sharpens ability to soLve problems
underpressure

1 Assesses leadershipBEHAVIOR

Aresortcommunityemergency preparednessteammeetstoevaluatethe dangerofan
impending hurricane and to determine whether the island community should be evacuated.
The decision team must quickly update its emergency preparedness action plan by obtaining
criticaladditionalinformation, assessingavailableresourcesandbyanalyzingtheoverall
situation. Iftheteamdoesnotorderevacuationitmustdecide howtheisland population can
besthe protected fromthe fury of Hurricane Judy. Based oninformation provided by the
National Hurricane Center and governmental emergency preparedness agencies. Suitable for
all organizational levels. Requires 2 to 2! - etrs.

Fully reproducible masters  of all participant and facilitator materials plus
PowerPoint®slides. Code: G-802R/$149.95

6XUYLYH 1DWXUH:-V )XU\

Breaks down communication barriers

Survive Nature§Fury is a motivating training activity
that commands participant interest as it develops key
communication skills attributes. Following a Power-
Point slide introduction with fascinating photos of se-
vere storm scenes, the activity presents participants
with a four-section storm survival test that is com-
pleted first by participants individually and then as a
team. The focus is on consensus decision making in
which the teams that are most effective in informa-

tion sharing and collaborative problem solving will
mostlikelyachieve asynergistic result. Atthe conclusion ofthe activity participantsare
guided through a self-critique process designed to help them develop strategies for personal
and team skillimprovement.

Suitable for employees at all organizational levels. Requires about 1 to 1* . hetrs.

Fully reproducible masters  of all participant and facilitator materials with
PowerPoint®slides.

Escape the Wildland Inferno
A challenging team building exercise

f Improves teaminteraction
1 Teaches consensus decision making
1 Developsinterpersonal communication skills

Thescenariofocusesonagroupofhikerswhoare
camping deep in Sasquatch National Forest. During a
violentthunderstormlightningignites aforestfire thatspreads rapidly dueto highwinds
anddrywoodland conditions. The campers awakenthe nextmorningtofind surfacefire
blocking the trailahead ofthem. But, whenthey try to backtrack out ofthe forest, they en-
counteraseriesoflifethreateningsituations posedbythe advancingfire thatthey must
navigate correctly in order to Escape the Wildland Inferno!

Designed to interest, challenge, and educate employees at all levels of the organization.
Great as an energizer and icebreaker. Requires 1' » £ hours including debriefing.

Fully reproducible masters  of all participant and facilitator material plus
PowerPoint®slides. Code: G-812R/$149.95

Alien Encounter Exercise
An Exciting Training Simulation

1 Explains how communication works

1 Develops effective decision making skills

1 Builds understanding and strengthens teaminteraction
fIncreases intercultural awareness and SENSITIVITY

The scenario centers on a space shuttle mission to repair the malfunctioning Hubble Space
Telescope. Aftermaking the repairsthe tired and fatigued shuttle crewis engagedin
deorbitpreparationswhentheyhaveanunexpectedvisitor. Theymustclearlydescribe
whatthey seetoMission Control and determine howtocommunicatewith 3 Y L V IWNR UV~
likely share a different cultural and values system. Meanwhile, Mission Control must decide
whetherthe shuttle crew should risk remaining in orhitor proceed with the scheduled
deorhitburn.BasedonspaceshuttiemissioninformationprovidedbytheNational Aero-
nautics and Space Administration (NASA). Suitable for all organizational levels. Requires
12882 hours.

Fully reproducible masters  of all participant and facilitator materials plus
PowerPoint®slides. Code: G-801R/$149.95

Projet Space Colony

Builds cooperation and teamwork

ProjectSpace Colonyisatrainingactivityin
which task teams make decisions ahoutissues
thatmustbe consideredinthe overalldesign
of a future space station. The activity focuses
primarilyonthe humanandsocial aspects of
theprojectandhasheendesignedtoappeal
to employees at a wide range of organiza-
tional levels. Learning content is structured to
improve HP S O R ‘Hily\Mdisolve problems, make decisions, resolve conflict and achieve
team consensus.

Based onanactual research projectby NASA. Easily self-administered. Funand challenging
to employees. Requires about 1 to 1* . bowrs.

Fully reproducible masters  of all participant and facilitator materials plus
PowerPoint® slides.

Order an Electronic Delivery copy of any Activity title for the same price by adding "-ED" to the print version code.



Activities /New! Fully Reproducible Simulations

Hunt for T-Rex Exercise
A fast-moving simulation exercise

1 Builds leadershipskills

 Demonstrates the value of consensus decision making
$Increases teameffecTiveness

1 Captures theimagination and attention of allemployees

Focuses on hehaviors and practices that are characteristic and
required of truly successful leaders. Based on contingency and
situational theories. The exercise scenario begins 70 million years
agointheageofdinosaursand continuesthroughmoderntimescenteringonanexpedition
to find the fossils of Tyrannosaurus (T-Rex). The expedition leader is confronted with a series of
leadershipchallengesthatshe mustsuccessfullymeetinordertoensurethesuccessofthe
project. Exercise participants first make independent decisions for each of the situations the
expedition leader faces. They then form teams and try to achieve consensus about the same
issues.Helpsparticipantsdevelopleadershipdiagnosticskillsandlearnhowtodetermine
whichapproachis mosteffective fora particular situation. Suitable for all organizational
levels. Requires ahout 1 to 1* - hiowrs,

Fully reproducible masters  of all participant and facilitator materials plus
PowerPoint®slides.

Lost in Alligator Swamp

Improves listening, information sharing, and proble  m solving skills

LostinAlligator Swampisanactionpackedtrainingexercisethatwillhelpquicklydevelop
essentialteaminteraction skillslike effectivelistening, information sharing, planning,
problem solving and much more. The scenario is a search and rescue mission to find a group

of boaters who are reported missing after a sudden tropical storm swept over a remote section
ofManateeNational Parkwheretheyhadbeenfishing. Whenthestormhit, theboatersused
acellphonetocallthe parkrangerstationandreportthatthey hadbeachedthemselvesona
smallareaofrelativelydryland.But, they saidthattheywere completelydisorientedandhad
noideaoftheirexactlocationandtheirboatwith provisionsandcampinggearhasjustdrifted
away. The mission of exercise participants is to listen carefully to a tape recording made of the
hoaters, call for clues as to their possible location, identify the general area where they may be
andworkoutasearchandrescueaction plan. Meanwhile, the boaters mustuse theirwits
and limited material resources to survive the dangers of Alligator Swamp! Suitable for any
audience. About 1 2#surs including debriefing time.

Fully reproducible masters  of all participant and facilitator materialswith
PowerPoint®slides.

The Net Spy

An intriguing team problem solving exercise

Asexercise participantsweave throughanincreasingly tense plottheylearnhowtohone
theiranalyticaland problemsolvingskills,separatefactfromperceptionandhowtodealwith
otherswhomayhaveahiddenagendaorwhomaybewithholding crucial decisionmaking
information.

The exercise scenariois a special internal task team appointed by senior management to find
the person who is breaking into the R U J D Q L ] Bap\skdRedt4 files, copying plans crucial to

the R U J D Q L ] abilitytesQriieinthe marketplaceandapparentlysellingthemtogovern-

ment controlled businesses in foreign countries. The suspicion is that the hacker, known only
bythecodename 33 D V W Rsiinéldefandmayevenbeoneofthemembersofthespecial
task team! Pastorius must be found and stopped now! Requires 1* » &2 hrs.

Fully reproducible masters  of all participant and facilitator materials plus
PowerPoint®slides.

Tuscan Shadows
Develops key communication and team skills

TuscanShadowsisauniquetrainingactivitythatcaptivates participantswithits colorful,
excitingaudio/visualformat. Theactivityisinthe formofa PowerPointslide showthattests
theabilityofemployeestoohserveandmemorize pictorial detailandthensharetheirobser-
vations with members of their team in an effort to reach team consensus. The scenario for the
activityisavisualtouralongthemanyroadsthatleadtothepicturesqueregionof Tuscanyin
Italy.Eachsceneispresentedtoemployeesforalimitedtimeandisthenfollowedbyamulti-
ple choice test that measures how well employees recall details of the scene. In a subsequent
teamdiscussionemployeestrytoreconcileanydifferencesamongtheirobservationsand
agreeonateamdecision. Acomparisonoftheirindividualandteamscoresshowswhether
they were successful in achieving a synergistic decision.

Excellent for all levels of the organization. Can be conducted in about 1* » £ hours
including debriefing. Includes slide showfile and separatefilesforfully reproducible
activitytestanswerformsandactivityadministrationmanualwithfacilitatorguidelines
andscoringinformation. Useitagainandagainas oftenasyouwant!

Fully reproducible masters  of all participant and facilitator materials with Power-
Point®slides. Code:

Hostage Rescue Exercise
Improves team building and decision making skills

Anexcitingteambuildinganddecisionmakingsimulationthatissuitableforemployees
atall organizational levels. The scenario centers on a hostage taking situation by terrorists
inasmallthirdworldcountry.ExerciseparticipantstaketheroleofaU.S. Departmentof
State, Office of Security taskteamthathasbeenassignedtohelpobtainthe release of
thehostages. Aseriesofrealisticsituationsconfrontthetaskteamasitdevelopsstrate-
giesaimed atfreeing the hostages. Inorderfor the participantstoarrive atthe correct

3 0dnicHG H Daislérs, theymustnotonlysharpentheirdecisionmakingskillsbutalso
work together as an effective team!

Detailedadministrationmanual containshackgroundinformation,administrationand
scoring instructions, theory and validated rationale for the correct answers. Requires only
about1to 1, hetrs.

Fully reproducible masters  of all participant and facilitator materials plus
PowerPoint® slides.

Trapped Underground Exercise

A terrific active listening training activity

1 Evaluates and pevelops listening ability
FImproves interpersonal communication
1 Sharpens decision making skills

f Improves teamwork

Theexercisefocusesonagroupoftouristswhotogetherwith
their guide are trapped in Cherokee Caverns when an earthquake
knocks outthe FD'Y HeleQtkichl system. The J U R XgBiflddvas seriously injured in the tremor
andisnowunconscious. Butthe grouphasaflashlightand cancommunicate withrescue
workersonthesurfaceviathe J X L Gudlig'talkie. Participantstake the role of ateamof
rescueworkerswhomustpinpointexactlywherethetrappedtouristsarewithinthe FDYHUQV |
miles of marked passages and chambers by listening effectively to the transmitted description
ofthetourists surroundings. Therescuersmustthendecideinwhichofseveral possible

sections of the caverns the tourists are located. Requires approximately 45 minutes to 1 hour.

Fullyreproducible masters  of all participantand ~ facilitator materials
with PowerPoint®slides.



Change Abilitator

LHE INC

The Change Abilitator identifies six types of concerns people often
experiencewhenachangeisintroducedintotheirteamororgani-
zation. The results will give both employees and managers a clear
picture ofthe obstaclestheyneedto overcometo successfully
implement change in their organization. The O H D GjtidegRables
atrainertodeliveraone dayworkshopusing,scoring,andinter-
preting the Change Abilitator questionnaire.
LeaderGuide & Questionnaire

Additional Questionnaires/Pack  of 5

Change Management Effectiveness Profile
Jon Warner

This 84-item, self-scoring assessment determines the degree of
competence in 7 primary dimensions of change management.

Interpretation ofscoresand coachingtipsare providedinthe
assessment booklet.

Facilitator Guide & Assessment
Additional Assessments/Pack  of 5
Online Assessment

Change Management Readiness Survey
Patrick Sanaghan, Larry Goldstein, Avik Roy

The user-friendly survey is designed for change leaders, organiza-
tionalleadersandmanagers,andconsultantswhoarenotsimply
tinkering, but changing organizations in powerful ways. Often
thesechangeleadersonlyseepartofthepicture. Thistoolwill give
you a valuable snapshot of how a cross-section of your managers
viewthe change process.

Survey / Includes 8 Assessments

Assessment of Organizational Readiness
for Mentoring

Dr. Norman H. Cohen

The Assessment of Organizational Readiness for Mentoring contains
twelve inventories designed to assist coordinators in determining
the overall status of preparation and receptivity before launching a
mentoring program. Collectively, the inventories highlight and
recordtheessential decisionsthatmustbe madeinthe formative
stages of planning amentoring program.

40 pp / Paperback with CD

Coaching Effectiveness Profile

Jon Warner

This 84-item, self-scoring assessment provides a summary rating
ofcoachingcompetenciesincluding:empowerment,empathy,

confrontational levels, and more. The assessment booklet includes
coachingtips and development planning.

Facilitator Guide & Assessment
Additional Assessments / Pack of 5
Online Assessment

Principles of Adult Mentoring
Dr. Norman H. Cohen

This 55-item, self-scoring assessment provides mentors with an
objectivemeansofassessingtheirmentoringskills,especially
those behavioral competencies that are essential for productive
interaction with a diverse group of mentees. The scale measures
sixdistinctand important components ofthe adult mentoring
relationship, which together constitute the complete mentor role.

Facilitator Guide & Assessment
Additional Assessments

Communication Effectiveness Profile
Jon Warner

This84-item, self-scoringassessmentsimplifiesthelargeand
complexsubjectofcommunicatingwithothershyassessing

discrete behaviors that group into 7 categories of communication
competence.

Facilitator Guide & Assessment
Additional Assessments/Pack  of5
Online Assessment

Communication Response

Style Assessment

Training House

Thisassessmentidentifiesa S H U ViBIgiffidétrengthineachof
four response modes 2 critical, advising, emphatic, and searching.
Aseriesofstatementsthatsomeoneatworkmightmakeare
presented; besideeacharefourresponses. Foreachstatement
youhave 3 pointstoassign, givingthemto one ormore ofthe
responses, based upon the response(s) that you would be most
likely tomake.

Assessment/ Pack of 5

Empathy Construct Ratings Scale

Develop key skills in caregivers and counselors

Elaine LaMonica Rigolosi

This 84-item, self-scoring instrument is designed to measure em-
pathy in R Q Kélfbr another person. Participants read each state-
ment and use graduated responses (extremely unlike to extremely

like) to describe how they perceive themselves or another person to
be like the statement. Includes helpwithinterpreting the results.

Facilitator Guide & Assessment
AdditionalAssessments/Pack  of5

Generational Style Assessment

Jon Warner & Anne Sandberg

This 48-item, self-scoring assessment helps participants under-
stand the differences between generations and identify ways to

flextheirownbehaviortowork more effectively with ormanage
people of all ages.

Facilitator Guide & Assessment
Assessment / Pack of 5



Influence Styles Inventory
Marshall Sashkin

This 10-minute, self-scoring assessment determines the partici-

S D QI&vél of preference for passive, aggressive, or assertive
influencing styles. Interpretative and skill building support
materialsdirectthelearnertoamore productive assertive style.
This assessment will give managers an opportunity to analyze their
influence styles.

TrainerGuide&Questionnaire

Additional Questionnaires

Influencing Style Clock
The insight every manager and supervisor needs
Jon Warner

This 32-item, self-scoring assessmenthelps employees identify and
improve thewaystheyinfluence others atwork. Itis apowerful
tool for leadership training, team building, career counseling,
personal developmentand sales training.

Facilitator Guide & Assessment
Additional Assessments/Pack  of 5
Online Assessment

Listening Effectiveness Profile
Jon Warner

This 84-item, self-scoring assessment provides a highly structured
process through whichtoassessan L Q G L Y lc@réd @facity to
listen attentively and move towards improving key listening skills.

Facilitator Guide & Assessment
Additional Assessments
Online Assessment

Network and Relationship Building
Profile
Jon Warner

This 84-item, self-scoring assessment provides a detailed process

IRU DVVHVVLQJ DQ LQGLYLGXD O &NHHWKL

ers and highlights areas where improvements might be possible.
Facilitator Guide & Assessment
Additional Assessment/Pack  of 5

Conflict Style Inventory

Marshall Sashkin

This self-scoring assessment uses responses to 10 mini cases to
provide participants withaconflictprofile thatdisplays theiruse
of5styles:problemsolving, smoothing, bargaining, forcing,and
avoiding. Itsimplifiestraining by orientingmostresolution toward
the problem solving/collaborative style, which research shows is
consistently the mostsuccessful strategy.

TrainerGuide
Inventory /Pack of 5
Managing ConflictBooklet/Pack  of 5

Dealing with Conflict Instrument
Turn Conflict into Opportunity!
Alexander Hiam

This instrument presents five conflict-handling styles that are
effective ways of dealing with conflict: accommodate, avoid,
compromise, compete, and collaborate. Participants will learn the
positive uses of each style and when to deploy them.

I[HDGHUfV *XLGH $VVHVVPHQW
Additional Assessments / Pack of 5

360°Feedback (6 others)/Pack of 5

Online Assessment

Customer Service Commitment Profile
Jon Warner

This48-item, self-scoring assessment helpsindividuals understand
howmuchofacommitmenttoserviceexcellenceisofferedtothe
customer by the organization and by the individual.

Facilitator Guide & Assessment
Additional Assessments / Pack of 5
Online Assessment

Customer Service Skills Profile
Make great service an everyday occurrence
Jon Warner

Thiseasy-to-use assessmentsolvesone ofyour higgestheadaches

in customer service2HQVXULQJ FRQVLVWHQF\ LQ \RXU V'
ance.How?Bygivingemployeesaclearpicture oftheirunique

strengthsand areasthey needtowork on-andthe motivationto
acquirealltheskillsofanall-aroundgood customerservice giver.

Facilitator Guide & Assessment
AdditionalAssessments/Pack of5
Online Assessment

Diversity and Cultural Awareness Profile
Jon Warner

This 48-item, self-scoring assessment helps individuals understand
the levels of their awareness and commitment toward the diversity

QJ FDSDFLW\ WR QFfinwigidualswith differentbackgroundsintheir organization

Facilitator Guide & Assessment
Additional Assessments / Pack of 5
Online Assessment

Ethical Type Indicator

Recognize, analyze and resolve ethical dilemmas
Louie V. Larimer

This self-scoring personal assessment instrument measures the
extenttowhichyou preferanduse sixethical philosophieswhen
confronted with an ethical dilemma. The instrument consists of 42

statements reflective of one of six ethical theories. The tool is easy
tocomplete and self-scoring takes only afew minutes.

Facilitator Guide & Assessment

Additional Assessments/Pack  of5



Leadership Effectiveness Profile

Jon Warner

This is a 96-item, self-scoring assessment of 8 critical leadership
competencies: emotional intelligence, contextual thinking, direc-

tional clarity, creative assimilation/people enablement, reciprocal
communications, change orchestration, drive/persistence.

Facilitator Guide & Assessment
Additional Assessments/Pack of 5
Online Assessment

Managing by Motivation, 3rd Edition
Marshall Sashkin

This 20-item, 15-minute, self-scoring assessment from leadership
authority Marshall Sashkin uncovers your motivations, teaching
youtousenaturalinstead ofexternalmotivatorswithdirect
reports.

Trainer Guide & Questionnaire

Additional Questionnaires/Pack  of 5

The Strategic Acceleration Quotient
Assessment (SAQ)

Tony Jeary

Forthe lastdecade, Tony Jeary has been coaching and advising the

ZR U @BCEOs on how to master Strategic Acceleration 2 namely,
aidingtopachieverstogetresultsfasterbyhelpingthemgetclear
onwhat W K HddingHocus relentlessly on High Leverage Activities
that make the biggest difference, and drive execution at peak levels.

Online Assessment

SAQ Toolchest
SAQ Book / 304 pages

Profile of Leadership Opportunities

An assessment tool for business leaders

Alexander Hiam
Wherecanyoufocusyourleadershiptoimproveemployee
attitudesandmakethe greatestdifferenceintheirperformance?
This 60-item questionnaire provides the answer for busy leaders 2
quickly and easily. The O H D Gytiidé Bivables a trainer to deliver up
toonedayoftrainingcoveringadministration,scoring, interpreta-
tion, and action planning with the assessment.

Leader Guide & Assessment
Assessment/Guide/Pack of5

Recognition Practices Inventory
Bob Nelson

This 53-item, self-scoring assessmentasks employees torate the
frequencyandtypesofrecognitiontheyreceive fromtheirman-
agers. Strategies are provided to enable employees toimprove the
recognitiontheygetfromtheirmanagers. Theorganizationcan
learnwhetheremployeesarereceivingenoughrecognitionto
create amotivative climate.

Assessment / Pack of 5

Strategic Leader
Alexander Hiam

Itisfasthecomingthe new standardfora4-quadranttype supervi-
sory leadership assessment. Trainers appreciate its simplicity and
ample support materials 2 without burdensome certification
requirements. Supervisorsandmanagersliketheemphasison
teaching the appropriate use of four different management styles.

Facilitator Guide & Assessment
Additional Assessments/Pack  of 5
360° Feedback Set / Pack of 5
Online Assessment

Learning Style Questionnaire
Chris Hutcheson

Thiseasy-to-useself-scoringassessmentmeasuresa SDUWLFLSDQ W {1\

preferred method of learning in four different leaming styles:
participating, reflecting, structuring,andexperimenting.

/H D G HAUKi®& Questionnaire
Additional Questionnaire/Pack  of 5

Learning Styles Profile
Create learning situations where employees will suc ~ ceed
Jon Warner

This 40-item, self-scoring assessment is an ideal activity to review
the concepts of adult learning. By making participants aware of the
strengths and weaknesses in their own leaming styles, learning in
all formats can be facilitated.

Facilitator Guide & Assessment
Additional Assessments/Pack of 5

Competent Supervisor Questionnaire

Empower supervisors to focus on what is really impo  rtant

Jon Warner

This self-scoring questionnaire can be completed in just a few
minutes. Participants review 25 typical workplace scenarios and
choose the actions they would take in these situations. The booklet
includes rich interpretation and planning notes to help participants

WUDQVIRUP ZKDW WKH\f{YH OHDR@H& LQWR L

own effective supervisory style.
7UDLQHUfV *XLGH $VVHVVPHQW
Additional Assessments/Pack  of 5

Complete Management Skills
Assessment Kit

12 Reproducible Instruments for Trainers
Mike Woodcock

This great resource contains 12 fully reproducible assessments
withfacilitatornotes, scoringinstructions, theory,andoverhead
masters. Assessments are included for change agent style, change
leader audit, consultant skills, senior manager skills, influencing,
motivationaudit, stressaudit, trainers skillsandmore.

400 pp / 3-ring binder



Management Development Questionnaire
Alan Cameron

The MDQ is a valid, 160-item, self-scoring management assess-
ment measures the degree of competence in 20 management
competencies grouped in 5 clusters: leadership, managing change,
planning and organizing, interpersonal skills, and results orienta-
tionThe Questionbookletprovidestheimplicationsofhighandlow
scores and development suggestions.

8 V H Wifivial & Questionnaire

Additional Questionnaires/Pack  of 5

Management Effectiveness Profile

Jon Warner

This 144-item, self-scoring assessment of 6 people management
and 6 task management competencies gives managers a snapshot

of their strengths and weaknesses, and explores areas toimprove
effortsand manage more successfullyinthe future.

Facilitator Guide & Assessment
Additional Assessments
OnlineAssessment

Management Styles Questionnaire
Unleash a powerful and time tested motivation model

Jon Warner

This 30-item, self-scoringassessmentshedsnew lightonyour
management style using Douglas 0 F* U H J Rd fiighly influential
ways of viewing S H R Sidiviation in the workplace. The question

bookletprovidestheimpactofstyleontheuseof12fundamental
management competencies.

Facilitator Guide & Assessment
AdditionalAssessments/Pack  of 5
OnlineAssessment

Problem-Solving & Decision-Making
Profile
Jon Warner

This 84-item, self-scoring assessment determines an individuals
self reported level of competence in 7 problem solving competen-
cies including risk assessment, data gathering, weighing alterna-
tives and more.

Facilitator Guide & Assessment
Additional Assessments/Pack  of 5

Time Management Effectiveness Profile
Jon Warner

This 84-item, self-scoring assessment measures proficiency in 7
time management competencies. The questionnaire booklet pro-
vides time management best practices and development planning
worksheets.

Facilitator Guide & Assessment
Additional Assessments/Pack  of 5
Online Assessment

Assertiveness Style Profile

Jon Warner

This 32-item, self-scoring assessment reveals DQ LQGLYLGXDO'
of four distinct assertiveness styles: aggressively controlling, firmly

asserting, passively observing, and warmly proposing. Full inter-

pretation and explanatory notes are also included for personal

action planning and improvement.

Facilitator Guide & Assessment
Additional Assessments/Pack  of 5

DISCStyles Assessment

UnderstandingBehavioral StylesforImproved
Communications!

Russell Watson
The HRD Press DISCStyles assessment has been crafted specifically
to assist organizations in understanding how behaviors impact the

success of their employees 2 and how it all links to the bottom
line.

Assessment/Pack of 5
Online Assessment

Emotional Intelligence Profile

Tune in More Effectively with Emotional Intelligenc e
Jon Warner

This 32-item, self-scoring assessment will identify your most pro-
nounced natural tendency to be reflective, conceptual, organized,

or empathetic. After you understand your own predisposition you

are better able to learn the behaviors needed to appropriately use
allfourstyles. Includescoaching suggestionsand manytips.

Facilitator Guide & Assessment/Code...EINTAF/$99.95
Additional Assessments/Pack  of 5/Code...EINT/$64.95
Online Assessment/Code...EINTOL/$24.95

INSIGHT Inventory

Understanding yourself and others

Patrick Handley

Inless than 30 minutes the INSIGHT Inventory teaches participants
self awareness of their primary behavioral styles enabling them to

communicate with less conflict and with greater appreciation of
differences. Provides both work style and personal style profiles.

Manual / 45-minute DVD / PowerPoint
Assessments/ 16-pp guide/Pack of 5
FormB/6-pageguide/Pack of5
INSIGHT Other (360-degree)

La Monica Empathy Profile

Elaine LaMonica Rigolosi

This 30-item self-scoring instrument is used to rate another
SHUVRQYV OHYHO RI HPSDWK\ RQ IENKDNHRBRGF
perceiving feelings and listening; responding verbally; respect of

self and others; openness, honesty and flexibility. It quickly gener-

ates insights that deliver results. The person rated considers how

well they: listen; behave in a crisis; use body language; communi-

cate; and more.

Profile / Pack of 5
Profile/Others/Pack of5



Personal Creativity Assessment
Alexander Hiam

The 62-item, self-scoring assessment reports the respondents
positive or negative posture on 31 creativity barriers and enablers.
Theresulting creativity profile outlineshowtolowerbarriersand
improveenablersinordertofacilitatemoreproductive, directed
creativity.

Facilitator Guide & Assessment
Additional Assessments/Pack of5

Personal Style Assessment
Training House

Thisisapowerfulandeasytocomplete personalityassessment
based on Jung psychological types of Sensor, Intuitor, Thinker, and
Feeler. The assessmentteaches participants to work together more
effectivelybyunderstandingdifferentbehavioral styles.

Assessment / Pack of 5

Psychological Type Indicator

The Test Agency

The Psychological Type Indicator is a carefully crafted personality
measurethatisdesignedtogiveindividualsguidanceabouttheir
Jungian psychological type using the sixteen typesINTJ, ENTP, etc.
first presented by Carl Jung. The focus ofthe PTl is on providing in-
dividuals and their managers with an understanding of personality
and its effect on performance.

Facilitator Guide & Assessment/Code...PTITM/$99.95
Additional Assessments/Pack  of 5/Code...PTI/$75.00
Online Assessment/ Code...PTIOL / $49.95

Creativity & Innovation

Effectiveness Profile

Help employees discover their creative potential

Jon Warner

This84-item, self-scoringassessmentprovidesastructured process
forassessingindividualcreativitytohelpimprove businessskills
like pattern breaking, developing novel solutions or methods,

creative perseverance, willingness to experiment, and nourishing
newideas. Allcritical skillsinacompetitive marketplace.

Facilitator Guide & Assessment
Additional Assessments/Pack  of5

Negotiation Styles Profile

Unlock your natural power to persuade others

Jon Warner

This 32-item, self-scoring instrument identifies the benefits of
usingaparticularstyleandhelps clarifythelinkbetweenbehavior
and its consequences. The Facilitators Guide enables a trainer to

deliverahalfdayworkshopinterpreting resultsandleading skill
building exercises onthe bestuse of each style.

Facilitator Guide & Assessment
Additional Assessments/Pack  of5
OnlineAssessment

Sales Effectiveness Profile
Jon Warner
This84-item, self-scoringassessmentprovidesanobjective process

forsalespeopletoidentifytheirweaknessesandhonetheskills
and competenciestheyneedinordertobe successful.

Facilitator Guide & Assessment
Additional Assessments
Online Assessment

DecideX Instrument
Strategic Decision Making Instrument
Gary Salton

DecideXisa 24-item, self-scoring assessmentdesigned to engineer
optimalworkgroups,developedfromtheworkofDr.GaryJ.
Salton. Designedforworkgroupstouse assessmentresultsto
engineer more effective working teams and recognize the value of
eachteammembers unique perspective.

Instrument / Pack of 5

Teambuilding Effectiveness Profile
Jon Warner

This 84-item, self-scoring assessment can be used to facilitate team
building using the forming, storming, norming, and performing
model. Thequestionnairebookletcoversallstagesofteam
formation.

Facilitator Guide & Assessment/Code...TEPF/$99.95

Additional Assessments/Pack  of 5/Code.. TEP/$64.95
Online Assessment

The Exceptional Team Survey
Patrick Sanaghan, Larry Goldstein, Andi Trump

The survey is designed to be completed by the team leader and all
membersofthe team. Participantswillbe askedtorespondtoa

60-statementquestionnaire. Theresultswillclearlyreveal your

W H De&ngths and weaknesses in six critical characteristics of

exceptional teamperformance.

Survey/Includes8Assessments

Assessment of Competencies
for Instructor Development
Training House

Gaininsightintoyourabilitytoarrangelearingexperiencesand

deliver instructions effectively. The competencies focus on factors
thatmakeforagoodinstructor 2 theabilitytoanalyzea OHDUQHU {1V
needs, set the learning contract, instruct both inductively and
deductively,andtheabilitytostay learner-centeredratherthan

becoming information-centered.

Assessment / Pack of 5



Goal/Objective Setting Effectiveness
Profile
Jon Warner

This 84-item, self-scoring assessment helps individuals gain
awareness of their ability in measurement, focus, planning, target
setting, and more. The assessment booklet includes an individual
development planningtemplate
Facilitator Guide & Assessment

Additional Assessments/Set  of 5/Code...GOSP/$64.95

Training House Assessment Kit

25 reproducible assessment exercises, self-inventories,
tests, and surveys

Training House

Thiscollection of self-assessmentexerciseswas createdto provide
everymanagerandsupervisorwithprofessional-development
materials designed for highperformance. Each self-assessmentis
accompanied by information explaining how the scores should be
interpreted.

200 pp / 3-ring binder / Code...RTHRA / $195.00

Personal Stressand Well-Being
Assessment

Jon Warner

This 84-item, self-scoring assessment enables an individual to learn
tomanage stresseffectivelythroughadetailed understanding of
seven stress handling competencies.

Facilitator Guide & Assessment

Additional Assessments/Pack  of5

Online Assessment

The Assessment Book
Roger Kaufman, Ph.D.

This book contains seven self-assessments designed to help you
define the issue of what to accomplish before deciding how to
accomplishit. Withthese sevenassessments, youcancollect,
analyze and interpret the data necessary to confirm your suspicions
before making recommendations. Each assessmentusesaunique
dual response whatis and whatshould be formatwith perform-
ance-related questions.

130pp / Paperback

Managerial Assessment of Proficiency
(MAP2)

Improve performance while saving training dollars

Refilmedandupdatedin2014, thereisnobetterassessmentof
managerialcompetenceavailable than The Managerial Assessment
of Proficiency 2 MAP2. MAP2 is an online, video-based, objective
assessmentofa P D QD J prafifishcy in 12 fundamental compe-
tencies and 10 styles/values.

Online

HRD Online Assessment Center
Instant Access to All of Your Assessmerd/7/365!

The HRD Online Assessment Center prov des:

Accurate, comprehensive, and user-friendly reports
No minimum purchase requirements

IComplete library of facilitation and training materials
fAbility to brand and customize

TheHRD Online Assessment Centerallowsyouto
administer all of our online assessments. With this
online system, you will be able to offer your clients
a launching ground for professional development
opportunities and a simplified method for tracking
professional growth.

You will be able to offer 360-degree feedback so

your client can invite supervisors, peers, direct reports, customers, or any other type of
rater. This option gives you instant information on how well your training is being applied
on the job 2L WRIDI made easy!

You will also be able to improve understanding and communication through our series of
Style Assessments. All of this can be done with administrative ease; set up participant and
groupaccountsinsecondswithouruserfriendlyadministrative options.Importevery
employeeinstantlyandcreateandchangeemployeegroups, runaggregatescoring
reports, and much more.



Learning Profiles
Assessments

Competencies

Aunique collection of self-assessments measuring effective-
ness in different competencies. People at all organizational
levels can objectively assess their professional and personal
effectiveness, and create a game plan for improvement using
Learning Profiles Competency Profiles.

TheseProfilesareidealforthosewhowantto confidentially
and quickly evaluate their performanceinavariety ofkey
areas. Each Profile is self-scoring and includes interpretation
instructions and an action plan to help employees improve in
the areas and issuesidentified.

Style Profiles

Style Proflesmeasurean L Q G L Y béhai@rfbarticular set
ofcircumstancesorsituation. Individualsansweraseriesof
pairedstatements,and then plottheiroutputscoresontoa
four-quadrant grid. This grid will display a dominant and a sec-
ondary preferred style, giving individuals an indication of their
likely behavior when faced with a specific set of circumstances.
Paper-basedassessmentsincludeinterpretivematerial.

Assertiveness Style

Paper Assessment/ Pack of 5
JDFLOL®IDAVRU TV

Change Management Effectiveness
Paper Assessment/ Pack of 5
Online Assessment

J)DFLOLGUDAVRU TV

Coaching Effectiveness
Paper Assessment/Packof5

Online Assessment
J)DFLOL®uD&AVR UV

Communication Effectiveness
Paper Assessment/Pack of5

Online Assessment
JDFLOL®IDWR UV

Competent Supervisor Questionnaire
Paper Assessment/ Pack of5
)DFLOL@UDAVRU TV

Creativity/Innovation Effectiveness

Paper Assessment/Pack of 5
JDFLOL®IBWR UV

Customer Service Skills

Paper Assessment/Pack of
Online Assessment
JDFLOL®UD&VRU TV

Customer Service Commitment

Paper Assessment/Packof5
Online Assessment
J)DFLOLGUD&VRU TV

Diversity & Cultural Awareness

Paper Assessment/Pack of5
Online Assessment
J)DFLOL®GUD&VRU TV

Emotional Intelligence
Paper Assessment/Pack of 5

Online Assessment
J)DFLOLGUDAVRU TV

Generational Style Assessment

Paper Assessment/Pack of5
JDFLOL®IDAWRUV

Goal/Objective Setting

Paper Assessment/Pack of 5
JDFLOL®IBWRUV

Influencing Style Clock

Paper Assessment/Pack of 5
Online Assessment
JDFLOL®IDWR UV

Leadership Effectiveness

Paper Assessment/Pack of 5
Online Assessment
J)DFLOL®UD&VRU TV

Learning Styles

Paper Assessment/Pack of 5
J)DFLOL®UDAVRU TV

Listening Effectiveness
Paper Assessment/ Pack of5

Online Assessment
J)DFLOL®uUDAVR UV

Management Effectiveness
Paper Assessment/Pack of 5

Online Assessment
J)DFLOL®ID&VRU TV

Management Style Questionnaire

Paper Assessment/Pack of 5

Online Assessment
J)DFLOL®UDAVRU TV

Negotiation Style

Paper Assessment/ Pack of 5
Online Assessment
J)DFLOL®uUIDAVRU TV

Networking & Relationship Building

Paper Assessment/Pack of5
JDFLOL@UDAVR UV

Personal Stress& Well-Being
Assessment

Paper Assessment/Pack of 5

Online Assessment
J)DFLOL®UDAVR U TV

Problem-Solving & Decision-Making

Paper Assessment/Pack of 5
VDFLOL®ID&VRU TV

Sales Effectiveness
Paper Assessment/Pack of5
Online Assessment
JDFLOL@IDWR UV

Teambuilding Effectiveness

Paper Assessment/Packof 5
Online Assessment
JDFLOL®IBAWR UV

Time Management Effectiveness

Paper Assessment/Pack of5
Online Assessment
YDFLO LGUiDeV RU TV

Order a Complete Sample Set 3
One of Each Paper Assessment

&RGH«/36%$03



AComplete ManagementDevelopment System

M MeAAFzsgent of Proficiency e

There is no finer assessment

of managerial competence

available than MAP2 2 The

Managerial Assessment of

Proficiency .MAP2isavideo-

based, objective assessment of

a P D QD Jptddigishcyin12

fundamental competencies

and 10styles/values grounded

in research; over 100,000 managers have
experienced this video-based simulation.
Consider licensing this outstanding program
for your organization 2 complete with
consultation and implementation at your
site if desired. MAP2 is directly linked to
15-day customized training workshops

each focused on a single competency.
Detailsofthe complete Managing to Excel series
may be found on page 47.

MAP2 3 The Managerial Assessment
of Proficiency &Managingto Excel2

Improve Performance While Saving Training Dollars

MAP2 is a video-based, objective assessment of managerial competence. Targeted
trainingbased on MAP2 scores s provided by the Managing to Excel2 training modules.
Participants are provided prioritized development suggestions and a detailed listing
ofthose learning opportunities withthe greatest potentialimpact on managerial
performance. MAP2/Excel2 enables an organization to quickly and accurately identify
the key opportunities for training and development, saving time and budgetary dollars.

Key Benefits

Withoutbuy-inyouhave nothing! MAP2 provides superior buy-inbyallcompany
stakeholders, so that you can rest assured that all your managers have attained basic
competency skilllevels.

13D U WL Fliiug-D Qedafdé the MAP2 assessment videos depictrealistic
management scenarios.

$7UDL Quy-ihbecause objective MAP2 data provides information on competence
unclouded by personal preference and political environment.

TManagement buys-in because aggregate, objective training needs can be
calculatedandthenextsteptrainingisdesignedtoclose skillgaps, fast.

FComplete Implementation support available.

Key Features

Availablein afully online format

$Comprehensive 7 U D L Giddé firdvideseverythingneededtoadministerthe
assessment, coach participants on their competency results and link style informa-
tion with competency scores.

Over 100,000 managers assessed. Individuals are compared to alarge normative
group. Industry-based norms are available for review.

1The 12 competencies assessed in MAP2 are directly linked to %2-day training
workshops, each focused onasingle competency.



Books [Change 2Coaching and Mentoring

7KH 0DQDJHU-V 3RFNHW *XLGH WR

Corporate Culture Change
Rick Bellingham

The 0D QD J iRatKerGuide to Corporate Culture Change provides a
systematic approach for definingan R UJ D Q L | BriarécRiéu ey
andmobilizing people behindthose values.Managersleamna
logical method to lead to change in order to achieve desired
transformation in corporate culture.

ISBN: 978-0-87425-616-1
190 pp / Paperback

Guide to Mentee Planning
Dr. Norman H. Cohen

TheGuidetoMenteePlanningincludesnineformsspecifically
designed to assist mentees in organizing and recording their plans
forlearning during theirinvolvementinthe mentoring program.
Detailed guidance forfilling outeach ofthe formsis providedto
ensurethatmenteesconstructasystematicandrealisticplanto
achieve their unique career and professional development goals.

ISBN: 978-0-87425-631-4
40pp/Paperbackwith CD

7KH OHQWHH:-V *XLGH WR OHQWRULQ&H 0DQDJHU-V 3RFNHW *XLGH WF

The ONLY MENTEE GUIDE on the market!
Dr. Norman H. Cohen

The 0H Q WUt ¥ Mentoring offers practical guidance in the art
of establishing and maintaining productive interpersonal commu-

nication with mentors. Mentees who are knowledgeable about the
dynamicsofthe one-to-one mentoring relationship 2 especially
fromthe perspective of the trained mentor 2 will be able to more
effectively participate intheir mentoring program.

ISBN: 978-0-87425-494-5
150 pp / Paperback

Polarity Coaching
Coaching people and managing polarities
Kathy Anderson

Whatdoyoudowhenyouare coaching someonewhohasprob-
lems thatare unsolvable and unavoidable? This resource skillfully
brings together Polarity Management and coaching principles to
create Polarity Coaching. This indispensable coaching guide is
about coaching peaple, managing polarities and blending the two
disciplinestoseeandexperience predictive patternsthatwould
not otherwise be visible.

ISBN: 978-1-59996-207-8
166 pp / Paperback

The Step- by-Step Guide to Startingan

Effective Mentoring Program
Dr. Norman H. Cohen

The Step-hy-Step Guide to Starting an Effective Mentoring Programis
acomprehensive and practical reference for coordinators who are
introducing or revising programs based on the mentoring model of
adult learning in the workplace. The expert guidance in the Guide
will enable administrators to approach the development of one-to-
one programs.

ISBN: 978-0-87425-567-6
100 pp / Paperback

The Art of Helping, 9th Edition
Robert R. Carkhuff, Ph.D.

Thisisthenintheditionof The ArtofHelping,andmorethan
500,000 copies have been sold over three decades. Literally,
millionsofpeople havebeentrainedinhelping skills. Manymore
have been recipients of these skills. The effects upon hundreds of
thousands of these recipients have beenresearched. Theresults are
in:skillsacquisition anduse are spectacularly powerful.

ISBN: 978-1-59996-179-8
301 pp / Paperback

Workplace Coaching
Daniel A. Feldman, Ph.D.

Thisguideisdesignedtohelppeoplebecomebettermanagers.
When a person is elevated to a management position, it is usually
because heorshehasdone wellatmasteringthe prerequisite
technical skills. While knowledge of the technical side of the jobis
important,it G R H gr@déguidance foreffectivelymanaging
subordinates. This book will help managers recognize the impor-
tance ofassuming therole of coachwhile managing.

ISBN: 978-0-87425-634-5
140 pp / Paperback

Applied Social Intelligence
A skill-based primer
Steven Sampson and Cindy Elrod

Successful interactions among human beings are usually the direct
result of the timely and appropriate application of specific and
learnedinterpersonalskills. Thisskills-basedprimerisbasedon
extensive research and provides the reader a clear understanding of
how to successfully utilize specific and transferable interpersonal
skills inalmost any situation.

ISBN: 978-1-59996-184-2
198 pp / Paperback



Books /Communication

The Coach-Approach Leader
Questions, Not Answers, Make Great Leaders
Steve Gladis

InThe Coach-ApproachLeader, \ R Xl§anGhat greatleaders avoid
thetraditional 3 F R P P @G R Q \kppiRadlitoleadership.
Instead, they focus on asking good questions +rather than giving
the rightanswers.

ISBN: 978-1-61014-251-9
144 pp / Paperback

How to Be in a Personal Relationship
Stephen Sampson, and Cindy Elrod

Therearemanyhooksoutthere onrelationships. Butthisoneis
different. It teaches social, intellectual and emotional skills you can
actuallyapplyinyourlife tocreate alasting and intimate relation-
shipwhether \ R X fidrHed, engaged, orinacommitted partner-
ship. The information and skills introduced are based on scientific
principlesandresearchnotonthe D X W Kgnibvg| Theyforma
model forhowto bein a persoanl relationship.

ISBN: 978-1-59996-065-4
224 pp / Paperback w/DVD

Social Intelligence Skills for
Government Supervisors/Managers
Stephen Sampson, John Blakeman, Robert Carkhuff

This timely series is based upon 40 years of experience and work of
trainersandresearchersinthefield ofcriminaljustice. Thistitleis
filledwiththe practical skillsand actualtechniquesandmethods
for government managers. Examples and techniques are based on
therealworldandcanreadilybeusedasapartofahands-on
training program.

ISBN: 978-0-87425-910-0
110 pp / Paperback w/DVD

Social Intelligence Skills for Law
Enforcement Supervisors/IManagers w/DVD
Stephen Sampson, John Blakeman, Robert Carkhuff

This timely series is based upon 40 years of experience and work of
trainers and researchers in the field of criminal justice. This book is
filledwithpractical skillsand actual techniquesand methods for
law enforcement supervisors and managers and comes with a re-
source DVD. Examples and techniques are based on the real world
andcanreadilybeusedasapartofahands-ontraining program.

ISBN: 978-0-87425-857-8
95 pp / Paperback w/DVD

Social Intelligence Skills for Fire and
Emergency Service Supervisors/Managers
Stephen Sampson

Social Intelligence Skills for Fire and Emergency Services Supervisors/
Managers is based on over 30 years of experience and research in
fire and emergency settings. You §1€arn how rank, title, knowl-
edge of crisis management, and mastery of strategy and tactics do
not equate to effective leadership. The ability to influence without
authority does. And that §why social intelligence skills are so
important.

ISBN: 978-1-61014-288-5
174 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WF

Effective Writing
Stephen D. Gladis

Whether you f& amanager in charge of a group of writers, or a
person interested in justimproving his or her writing skills, The
Manager §Pocket Guide to Effective Writing will help you write better
using easy, practical, how-to steps that will guide you towards

more effective writing. There are dozens of simple rules covering
grammar, sentence length, and getting started.

ISBN: 978-0-87425-479-2
128 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WF

Employee Relations

Terry L. Fitzwater

This pocket guide is an ideal primer for new supervisors or
management candidates. It introduces tools and techniques for em-

powering, building trust, communicating effectively, coaching, mo-
tivating and using participative management techniques

ISBN: 978-0-87425-476-1
128 pp / Paperback

7KH ODQDJHU-V 3RFENHW *XLGH Wk

Influence with Integrity
Dr. Marlene Caroselli

Thisguideisanessential tool forleadersand otherswhomustget
thingsdoneinamoreparticipativebusinessenvironment. Covers
persuasion, building trust, being appropriate versus being politically
correct, theentrepreneurial spirit, recognizing others, and
vision.

ISBN: 978-0-87425-522-5

160 pp / Paperback



Bookd Communication
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Organizational Learning
Stephen J. Gill

Thispracticalmanagersguidemakesacompellingargumentfor
the absolute necessity today for using disciplined systems to
develop and transfer knowledge quickly and efficiently throughout
the organization. Thisbookisrequiredsurvival reading forman-
agersinany highly competitive environment.

ISBN: 978-0-87425-588-1
180 pp / Paperback

7KH ODQDJHU-V 3RFNHW *XLGH WR
Public Presentations
Stephen D. Gladis

Thisguideisacompendiumoftipsthatwill helpanymanager
learnthesurvivaltacticsofpublicspeaking. Asimple, quickread,
based on the accepted theory and practice of rhetoric, itis designed
toinstill confidence and helpany manager reduce anxiety over
public speaking.

ISBN: 978-0-87425-470-9

128 pp / Paperback

The Meeting Spectrum
An advanced guide for meeting professionals
Rudy R. Wright & E.J. Siwek

Whetheryouareameetingprofessionalornewtoeventplanning,
a corporate or association executive, or independent consultant,
the book synthesizes what you need to know to achieve
professionalism in the management of conferences, exhibitions,
and conventions.

ISBN: 978-0-87425-839-4
400 pp / Hardcover

7KH ODQDJHU-V 3RFNHW *XLGH WR
Dealing With Conflict

Lois Hart

Conflict causes stress, lowmorale, and decreased productivity. This
pocketguideisforleaderswhowanttolearnskillsthatwill prevent
andresolve conflictsandensureabetterworking environment.
Readerswilllearnhowtorecognize patterns of conflict, identify
causes of conflict, prevent conflicts from developing and escalating,
and apply conflict resolution techniques.

ISBN: 978-0-87425-480-8
128 pp / Paperback

2Customer Service

54 Golden Nuggets
Quick Tips to Cure Your Business Communication llls
Nancy Friedman

This compilation of 54 articles covers all aspects of customer service
and are organized into four easy-to-reference sections: Customer
service, telephone service, human resources tips and voice mail/
email/cell phonetips. Eacharticleisgearedtowardkeepingthe
customer youwork so hard to get.

ISBN: 978-1-59996-255-9
195 pp / Paperback

Excuses, Excuses, Excuses

For not deliveringexcellentcustomer service and what
should happen!

Darryl Doane & Rose Sloat

Excuses, Excuses, Excusesisaninsightfuland funnyhandbookthat
LGHQWLILHYV HYHU\GD\ H[FXVHV IRH LA FOOMWR P
classserviceandsuggestswhatrepsshoulddoorsayinstead.

The authors highlight 117 excuses commonly heard and used.

The easy-to-reference format puts alternative responses within
ILQJHUWLS UHDFK PDNLQJ WKLV DXKHIRGHBUDF
and over.

ISBN: 978-0-87425-614-7
119 pp / Paperback

How to Get Your Customers Swearing
by You, Not at You

$GYLFH IURP WKH FRXQWU\TV FXVWRPHU V
Nancy Friedman

Faced with the challenge of developing effective customer service
training? Not sure where to start? Whether you are a novice at the
customer service game or an experienced facilitator, this book will
makethedevelopmentprocessfunandawholeloteasier.

ISBN: 978-1-59996- 151-4
154 pp / Paperback

Stories They Will Remember
40 powerful stories that will ensure your
message is remembered

Darryl Doane & Rose Sloat

Haveyoueverneededjusttherightstorytodrivehomeyour
messageinaspeech, presentation, trainingsessionormeeting?
Stories TheyWillRemembercontainsacollection of40powerful
stories gathered by training and development specialists Rose Sloat
and Darryl Doane, over 30 years of personal and professional experi-
ences. ltiswritten foranyonewhowantstoconnectwithaudiences
and leave a lasting impression.

ISBN: 978-0-87425-870-7
173 pp / Paperback



Books [Communication

The Constant Customer
Keep them coming back again and again and again
Darryl Doane & Rose Sloat

These are trying times. The economy has created an environment
thatforcescustomerstomakemoredecisions,bemoreselective
andcutbackonitemstheymaynothavegivenasecondthoughtto
onlyayearago.Howcanyouensureyourcompanysurvivesand
thrives?

ISBN: 978-1-59996- 163-7
108 pp / Paperback

The Customer Service Intervention
Bottom-line tactics for front-line managers
Carolyn Martin, Ph.D. & Bruce Tulgan

The Customer Service Intervention offers a practical, step-by-step
program that will teach you how to quickly assess the effectiveness
of your staff; launch an intervention to keep your staff service
savvy; and seize opportunities every day toimprove the quality of
every customer interaction.

ISBN: 978-0-87425-743-4
187 pp / Paperback

The ServicePro

Reinforce employee andleadertraining  or provide
agreat self-study tool

Rick Tate

This book provides a fundamental understanding of the competen-
cies and tactics that increase customer retention and referrals. Ideal
forbothemployeeswhoservecustomersdirectlyorindirectlyand
those who manage them, this book offerslessons thatwill build
professional competenciesinthe business of service.

ISBN: 978-0-87425-731-1
112 pp / Paperback

7KH 0DQDJHU:V 3RFENHW *XLGH WR

e-Communication
Laurie K. Benson

E-mail, voice mall, conference calls, and video conferences have

revolutionized communication. Learn to maximize this technology
to link personnel across cities, states, and countries. Every manager
needstoknowthe ¢ E HX WHithiese newbasictechnologies.

ISBN: 978-0-87425-589-8
140 pp / Paperback

2Customer Service

7KH 0DQDJHU:-V 3RFNHW *XLGH WF

Virtual Teams
Rick Bellingham

This book is full of new ways to overcome the barriers created when
peopleworkindifferentlocations: Howtocreate aforumforidea-
sharing, solve problemsamong people frommultiple functions,
keep everyone in the virtual loop, prevent things from slipping
throughthe cracks, keep membersup-to-date onchangesand
decisions, and much more

ISBN: 978-0-87425-615-4
136 pp / Paperback

The Power of e-Communication

Acomprehensive guide foreffective communicationvia
email, voice mail, and web

Laurie K. Benson

Electronic communication is here to stay and using the right tools
effectively is essential to your success, yet few companies provide
trainingin this changing area. This cutting-edge bookis full of
guidelinesandthingsto considerto getwhatyouwantwhen
communicating through e-mail, instant message, voice mail,
conference calls,webconferencesandvideoconferences.

ISBN: 978-0-87425-756-4
130 pp / Paperback

The Manager's Pocket Guide
to Social Media
Richard Brynteson, Jason DeBoer-Moran and Carol Zacher Rinkhoff

The 0D Q D J PddigtGuide to SocialMediaoffersmanagersasolid
look atthe world of social media, spelled outin clearandsimple
English. Ifyouwantto getstarted with social mediaand look at
waysitcanbeusedtoimproveinternalandexternal communica-
tion, sell productsandservicesandboostyour productivityand
effectivenessasamanager, this pocketguideisforyou.

ISBN: 978-1-59996- 258-0
186 pp / Paperback

Learning at Work
Bridget Oconnor, Michael Bronner, Chester Delaney

Asaworkplace learning professional, what do you need to be able
todotokeepupwithafast-changingindustryand move ahead?
<R Xifitaltheanswersinasinglesource 2 LearningatWork,
thethirdedition of Trainingfor Organizations, firstpublishedin
1996.

ISBN: 978-1-59996- 056-2
432 pp / Paperback
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Ethical Virtuosity
Louie V. Larimer, J.D.
Ethical Virtuosity challenges you to identify, articulate, defend and

livethepersonalvaluesandethical principlesthatdefinewhoyou
are and how you lead others. Renowned author Dr. Louie Larimer

presentssevensimplestepsthatleadtoethicalvirtuosity. <R X 0.0

discover the meaning of ethics, integrity, character, personal
accountability and moral courage and how they are relevant
within W R G Rusk¥ss environment.

ISBN: 978-0-87425-767-0

166 pp / Paperback

Value-Centered Ethics

A proactive system to shape behavior

Charles Kerns

: KD Vellfthefussaboutethics? ' R Qdldfthereallybadunethical
managersgotojail?Whyisthisrelevanttome?Whyshould Ibe
ethicalwheneveryoneelsecheats? Howcanlgetaheadiflam
always being honest? Drawing from examples, checklists and tools,

thehookpresentsclear,accessible,andpractical guidelinesthat
leaders in organizations of all types and sizes can easily put to use.

ISBN: 978-0-87425-806-6
240 pp / Paperback

Job Analysis at the Speed of Reality
Job analysis is not torture

Darin Hartley, M.Ed.

The benefits of this highly streamlined job analysis process include:
gathering job data quickly (normally 2-3 hours), making job-based
training recommendations rapidly, saving money on costly consult-
ants for job analysis, using a consistent process across the organiza-

tionandcreatingvalidatedtaskliststhatcanbe usedforjob
redesign and workforce deployment.

ISBN: 978-0-87425-487-7
125 pp / Paperback

7KH ODQDJHU-V 3RFNHW
Interviewingand Hiring TopPerformers

Sarah J. Ennis
This practical guide provides the concepts and tools any manager
needstorecruitand hirethe bestpersonforthejob. Coverslegal

requirementsinhiring, theimportance of structure inrecruiting,
the costs of abad hire, andthe value ofagood hire.

ISBN: 978-0-87425-664-2
180 pp / Paperback

7KH ODQDJHU-V 3RFENHW *XL

Recruitingthe Workforce  ofthe Future
Bruce Tulgan

This hook is designed for managers who need to meet demanding
staffingneedsrightnoworonacontinuousbasis. Thebestprac-
tices outlined in this pocket guide are presented as keys and
processes supplemented by worksheets and checklists intended to
giveyourorganizationtheadvantagewhenitcomestimeto
quickly and effectively bringin the talentyou need.

ISBN: 978-0-87425-600-0
105 pp / Paperback

Casesin GovernmentSuccessionPlanning

Learnhowreal people in real publicsectoragencies
have metthe challenge

William Rothwell, James Alexander, Mark Bernhard

Ifyou are responsible for succession planning and related practices
atthe governmentlevel, you know succession planning in govern-
mentis differentthaninother sectors. Infoursections, the hook
examines government succession planning, human capital man-
agement, workforce planningandtalentmanagement.

ISBN: 978-1-59996- 154-5
332 pp / Paperback w/CD

HR Optimization

From personnel administration to human and organiza-
tional capital development

Rick Bellingham

No other book takes such a systematic approach to HR optimization.
The 14 chapters each discuss one HR function and its components,
functions, processes, conditions and standards. Each chapter in-
cludesascaleforassessingwhereyouareandwhereyouwantto
be, the reasons you need to look at things differently, critical success
factors, and lessons learned.

ISBN: 978-0-87425-762-5
166 pp / Hardcover

*XLGH WR Planning and Managing Human

Resources, 2nd Edition

Strategic planning for personnel management

William J. Rothwell, Ph.D. & H.C. Kazanas
Thecompletelyrevisedandupdated newedition of Planning &
Managing Human Resources will help you successfully implement
the steps of strategic planning for human resources. Learn how to
establishastrategichumanresourcesplanthatwillcontributeto
your R U JD Q L] buairneBsQIfivand ensure you outperform your
competitors.

ISBN: 978-0-87425-718-2

582 pp / Paperback



Books /Human Resources 2Leadership

Strategic Training:
Putting Employees First

Daniel Wentland

Your RUJ D Q L] BuwitaRi@dfehdsonemployeetraining. To
brush off the importance of upgrading the skills of your employees
isadangerousstrategicmistake.Baseduponthe STEMmodel,
this book will show organizational decision-makers and human
resource practitioners how to make quality employee training an
integral part of the strategic planning process and ensure the
competitiveness of the organization.

ISBN: 978-0-87425-933-9
180 pp / Paperback

7KH ODQDJHU: -V 3RFNHW *XLGH WR
Career Skills for the New Economy
Bruce Tulgan

This pocket guide provides all employees agameplan for succeed-
inginthemodern, fastchangingeconomy. Teacheshowtolearn
andaccumulate marketableskillsthatwilltransfertodifferentjobs
and different companies. The most successful people will position
themselvesasfreeagentsandselltheirskillsandabilitiesonthe
open market. Even those who work for the same employer for years
onendwill have totake responsibility for their own success and
security.

ISBN: 978-0-87425-609-3
135 pp / Paperback

7KH ODQDJHU -V 3RFNHW *XLGH WR
Downsizing with Confidence

A must-read before you finalize any downsizing plan
Terri Deems

7KH 0DQDJHUV 3RFNHW *XLGH WEBHRE®ites|LQJ ZLWK &RQIL
a practical approach to planning and successful downsizing, with-
outleavingatrailofdevastation. Learntodownsize therightway,
howtoinformemployees, and howto come outaheadinanun-

pleasant situation.

ISBN: 978-1-59996-061-6
130 pp / Paperback

The Strategic Development of Talent
William J. Rothwell, Ph.D. & H.C. Kazanas

The Strategic Development of Talent moves beyond HRD to apply the
principles of strategic business planning to talent management,
knowledge management and workplace learning, and it has been
retitled to underscore this emphasis. Anyone who wishes to use
talent to support organizational strategy including CEOs, operating
managers, and HR, HRD and WLP practitioners will find this text
both informative and practical.

ISBN: 978-0-87425-752-6
500 pp / Paperback

101LeadershipActionsfor
Effective Presentations
Ollie Malone, Ph.D.

Upgrade your leadership skills quickly and easily and produce
results in your organization with a lot less effort. These 101 actions
will help you overcome the worries and stress associated with
presenting. Get ideas on how to make your main point compelling,
practice with tape recorders and video recorders, use memory
joggers, create slides, and more.

ISBN: 978-0-87425-803-5
100 pp / Paperback

101 Leadership Actions for
Managing Change in the 21st Century
Ollie Malone, Ph.D.

101 Leadership Actions for Managing Change inthe 21st Centuryis
meantto be read with the intention of doing. < R Xfhid oven
ideas and techniques to help you manage your own tasks, lead oth-
ers, mentally prepare for ZK D #h&§ad, get your entire organization
engaged in change, create a change army of dedicated profession-
als, keep people in the know with regular communication, develop
the adaptability that constant change requires, and overcome and
navigate the changes associated withtechnology.

ISBN: 978-1-59996- 226-9
140 pp / Paperback

101 Leadership Actions for
Performance Management
Ollie Malone, Ph.D.

Upgrade your leadership skills quickly and easily, and produce re-
sultsinyourorganizationwithalotlesseffort. Eachbookinthiscol-
lectionfocusesonaspecificareaofleadershipandmanagerial
effectivenessandoffers101actionsyoucanaccomplishtodayto
improve yourimpact.

ISBN: 978-0-87425-835-6

100 pp / Paperback

Coaching Yourself to Leadership
5 key strategies for becoming an integrated leader
*LQQ\ 29%ULHQ

What would happen if a respected business coach gave you a new
modelforleadershipthatcould helpyouachieve the happiness,
productivityandfulfillmentatworkyousodesire? ltwouldchange
your life. This book provides the practices and techniques to trans-
formyouintoamorepositive,authenticleaderwhocanmakework
better foryourselfand those you lead.

ISBN: 978-0-87425-869-1
200 pp / Paperback 5
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Collaborative Leadership in Action
AField Guide for Creating Meetings that Make a Difference
Patrick Sanaghan and Paulette A. Gabriel

If you fle ever led meetings that turned out to he a wasteful drain
on everyone §time and energy, then this book is for you. Collabora-
Tive Leadership in Action provides leaders, consultants, trainers, HR
personnel and others with a step-by-step approach to generating
passion, participation and results in meetings.

ISBN: 978-1-59996-252-8
267 pp / Paperback

IHDGHU:-V &RPPXQLFDWLRQ 7RRONLW

How to select the right communication tool
Becky Stewart-Gross, Ph.D.

This100-pageguidewithactionplantemplatesforimprovingthe
use of email, cell phone, voice mail, and video conferencing com-

munications media. It teaches communication job skills for setting
expectations, building relationships, and minimizing conflicts
between individuals and teams.

ISBN: 978-0-87425-778-6
100 pp / Paperback

Leaders Without Titles

The six powerful attributes of those who influence
without authority

Stephen Sampson

Whatdoesitmeantolead? Aretherenaturalbornleaders? Can
leadership be taught? Leaders Without Titles challenges the way we
determine who our leaders should be and uncovers the factors that
really influence the ability to lead.

ISBN: 978-1-59996- 250-4
251 pp / Paperback
Additional Participant Manual

Leadership for Academic Units

A detailed and integrated approach to improving
an academic unit

William Swart

Inthisilluminating guide foracademicleadersandthoseaspiring
to be, Dr. William Swart offers insightful advice on how to lead
academicdepartmentsanddivisionsonajourney ofcontinuous
performance improvement. If \R X fiitekested in positive change
and \R X fitdfraid ofconflict, thistextpresentsasolid beginning
point.

ISBN: 978-1-59996-199-6
254 pp / Paperback

Leading in Tough Times

The P D Q D J Hyludg\o responsibility, trust,
and motivation

Richard S. Deems, Ph.D. & Terri A. Deems, Ph.D.

199 pagesofstoriesandactivitiesformanagersonhowto
motivate, takeresponsibility, andengendertrustindifficult
circumstances. The authors 2 nationally recognized experts on the
subject 2 focusonthreekeyareas:Leadingwithresponsibility,
keeping trust,and providing motivationinthe midstof change.

ISBN: 978-0-87425-722-9
200 pp / Paperback

Power Surge
Margaret Seidler

Inthelastfiftyyears, therehasheenagrowinginterestinthe
power of polarities as it relates to leadership and business success.
Whether referred to as paradoxes, dilemmas or polarities, research
shows that leaders and organizations who manage them well out-
performthosewho GRQ TW

ISBN: 978-1-59996- 162-0
105 pp / Paperback

Quality Leadership Skills, 3rd Edition
Standards of leadership behavior
Richard Leatherman

This how-to-do-it resource for new and future leaders explains
basic leadership tasks in a simple, step-by-step manner. Itis full
of practical advice, not theories and outlines clear standards of per-
formance. Even if you have been trained and retrained in leadership
principles, youwill pickupfresh, newtechniqueshere. Themany
detailedworksheetsincludedwill helpyouapply onthe jobwhat
you learn.

ISBN: 978-1-59996- 131-6
297 pp / Paperback

The Agile Leader

A Playbook for Leaders
Stephen D. Gladis

Asanewleader,you,nodoubt,wanttoleaveyourmark. The prob-
lemis, thereisnosingleguidebook orgame planforleaders 2 new
or experienced 2 to follow, especially in uncertain economic times
likethese. The Agile Leaderfillsinthatgapwithamodernleader-
shipfableaboutaleaderwhotriestodrive histeamtoachieve cor-
porate sales goals and make a difference.

ISBN: 978-1-59996- 229-0
153 pp / Paperback
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The Competent Leader, 3rd Edition

A powerful and practical tool kit for managers

and supervisors

Jane S. Flaherty & Peter B. Stark

This330-page how-totoolkitallowleaderstoself-assessand
improve core non-technical competencies. Action planning guides
facilitatetransferofnewknowledge totheworkplace. Thisisthe
perfectresourceforanyleaderandcanbereferredtotimeand
again. Itis easy to use, focused, and provides the key information
every leader should have.

ISBN: 978-0-87425-473-0
330 pp / Paperback

The Journey of the Accidental Leader
How to succeed when you are thrust into a leadershi  p role
Stephen D. Gladis

7KH 0ODQDJHU-V 3RFNHW *XLGH WF
Mega Thinking and Planning

Roger Kaufman

Ourworldischangingandchangeable. Doyouknowwhereyour
organization is headed? Can you justify why you should go there?
And provide the criteria for judging your progress and success? This
pocketguidehelpsyouthroughthe processof creatingabetter
futurebygivingyouthe principlesandtools ofmegathinkingand
planning.

ISBN: 978-1-59996- 251-1

168 pp / Paperback

7KH ODQDJHU-V 3RFNHW *XLGH WF
Spiritual Leadership
Richard Bellingham, Ed.D. & Julie Meek, DNS

+HUHYV D ILFWLRQDO VWRU\ WWD W KH. © & DHOQOHKQHHTIR Suifle teachessall managers how to find the inspirational

of unexpectedlybecoming aleader. This husiness parable describes
anuntimely deathandthe journey ofthe leader suddenly putin

charge. ltdemonstrates some ofthelessonstheauthorlearned
whilewithan organizationthathastrained some ofthe QDWLRQ |V
mostsuccessfulleaders 2 the United States Marine Corps.

ISBN: 978-1-59996-121-7
122 pp / Paperback

7KH 0ODQDJHU-V 3RFNHW *XLGH WR
Effective Mentoring
Dr. Norman H. Cohen

This book is a practical reference to effective mentoring in a format
thatprovidesquickaccesstotheimportantconceptsandtech-
niquesofthisunique, powerful,one-to-onelearningmodel.
The 0D Q D J RagKe¥Guide to Mentoring is a convenientand com-
prehensive reference, offering valuable, pragmatic guidance that
mentors can use in assisting mentees to participate in constructive
interpersonaldialogues during the mentoring experience map.

ISBN: 978-0-87425-469-3
128 pp / Paperback

7TKH 0DQDJHU-V 3RFNHW *XLGH[WR
Leadership Skills
Peter B. Stark & Jane Flaherty

This practical guide for supervisors and managers discusses con-
temporary leadership responsibilities, and goes on to specifically

describe the steps and skills needed to successfully apply 14
leadership competencies including: Leading organization change,

managing time, coaching, creating a motivating environment and
more.

ISBN: 978-0-87425-472-3
200 pp / Paperback

elementsintheirownworkandthe work theiremployees do.An
innovative managerial prescription forcombatting the cynicism
thatreignsin W R Gdgdhizationsatalllevels. Itprovides
methods for engaging in the transformational process and practical
ways to measure healthy communities, healthy people, and quality
of worklife.

ISBN: 978-0-87425-617-8
144 pp | Paperback

The Trusted Leader

Understanding the trust triangle
Stephen D. Gladis

Aleadership fable, The Trusted Leader is the story of a newyoung
leader, Carlos Lopez, who gets promoted to supervise his peers. He
gets conflicting advice from his boss about how to take charge, and
itbackfires. Confused, Carlosseeksoutthebestleader K Hefer
known. The two agree to meet regularly at a local restaurant where
the Coachteaches Carlosabouthowtoleadastheylearnabout
each R W Kfarbhgtive pasts.

ISBN: 978-1-59996-204-7
139 pp / Paperback

Effective Meetings
20 sure-fire tools
Glenn Parker

Oneofthefirstthingstogo onateamis communication. When
membersfailtocommunicatewitheach other,andthe teamfailsto
communicate with stakeholders, \R X fgétproblems. Learn how to
identifythesourcesofcommunicationbreakdown, admitthereisa
problem,sendeffectivemessages, beanactivelistener,getgood
communicationgoing byasking questions, setgroundrulesfor
effective communication, and more.

ISBN: 978-1-59996- 176-7
71 pp / Paperback
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Fast Feedback, 2nd Edition

Bruce Tulgan

FAST standsfor Frequent, Accurate, Specificand Timely,and FAST

Feedback is a new approach to performance evaluation in sync with
W R Gfést$eced,rapidlychangingworkplace. Therearemany

ways to implement FAST Feedback in your organization, including
the customizable forms included in this pocket guide. This top
sellingtitlefromreknowauthorBruce Tulganis appropriate forall
supervisors, managers, executives, and educators.

ISBN: 978-0-87425-495-2
180 pp / Paperback

H.O.T. Management:
Hands-On Transactional
Bruce Tulgan

This pocket guide clearly and concisely spells out what you need to
dotobecomeaHOT manager. The D X W KiiR&$49¢ is simple, yet
powerful:Make highperformancetheonly option;beahands-on
manager; and spend lots of time with employees spelling out
expectations and clarifying standards.

ISBN: 978-0-87425-795-3
160 pp / Paperback

Human Possibilities
Human capital in the 21st century
Robert R. Carkhuff, Ph.D.

Human Possibilities is the guidebook for human performance in the
21stcentury. A powerresource for educators and business leaders,
counselors and managers, parents and supervisors, and anyone
who seeks to better themselves. Dr. Carkhuff gives us aroadmap to
bettermentandthe achievementofpotential. Thisbookapplies
The New Science of Possibilities to 21t century human capital de-
velopment.

ISBN: 978-0-87425-642-0
283 pp / Paperback

Managing Generation Y
Bruce Tulgan

A practical how-to guide on understanding and managing the
youngestcohortofworkers. Withthreetofourjobexperiencesor
internships under their belts, the Gen Yers pose new challenges for
organizations that are already spending time, energy, and money
recruiting and training young talent.

ISBN: 978-0-87425-622-2
105 pp / Paperback

Managingthe Generation Mix, 2nd Edition
Learn how to be a great gen mix manager
Bruce Tulgan

A PD QD J buidl§ ¥ taking advantage of powerful demographic
forcesthatare causingagenerationalshift. If \ R X frirtginga
mixofemployeesofallagesfromteenstoretireesandfindingit
takesmoretime andskillthaneverbefore, \ R XWielt@methe
insightful methods and tools in this book.

ISBN: 978-0-87425-941-4
266 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WF

Effective Meetings
Steve Kaye, Ph.D.

Learn easy, proven techniques that keep you in control of your
meetings. This complete guide to effective meetings will show
you how to prepare for success and end with results. It includes
structured activities that keep everyone focused on your issues,
practical techniques for dealing with unproductive participants, and
essential considerations forhightechmeetings. Ifyou hold meet-
ings, this book is a must!

ISBN: 978-0-87425-449-5
188 pp / Paperback

7TKH 0DQDJHU-V 3RFNHW *XLGH WF

Generation X

Bruce Tulgan

This book explains in simple terms what makes Generation X
employees different, and how to put their unique skills and
characteristics to work on behalf of your organization. An essential
resource for managers to recruit, train, motivate, and retain young
employees.

ISBN: 978-0-87425-418-1
102 pp / Paperback

The 0D Q D J RatkstGuide to Innovation

Ignite innovation in your company by doingjust a
few importantthings

Richard Brynteson

Innovationisnecessaryforyoursurvivalandyour RUJIDQL]DWLR Q)

Butthe process is fraught with obstacles. How can you keep yourself
andyourteammovingforward?Youstartwiththishow-toguideto
innovationwrittenspecificallyfor W R G ius§rianager.
ISBN: 978-1-59996-197-2

166 pp / Paperback



Books OD & Consulting

7KH ODQDJHU-V 3RFNHW *XLGH WR
Knowledge Management
Kathleen Foley Curley & Barbara Kivowitz

This guide provides a practical plan and road map to start the
knowledge management process. Walk through all the stages 2
assessment, planning, deployment, and evaluation and gain
specific action steps for putting it all together to expand core
competency and win competitive advantage.

ISBN: 978-0-87425-641-3
114 pp / Paperback

7KH ODQDJHU-V 3RFNHW *XLGH WR
Project Management

Michael Greer

This time saving guide presents project management concepts and
toolssimplyandeffectively forthe manageroradministratorwho

is finding themselves managing and devoting more and more time
tospecial projects. Themethodsandtoolsaretakenstraightfrom

7TKH 0DQDJHU-V 3RFNHW *XLGH WF
Using Consultants

How to bring in therightconsultant  to do therightwork

the rightway

DanielNewman

Whatifthe nextconsultantyou hired came with aninstruction
manualfilledwith strategies to maximize your end of the relation-
ship? 7 K Dty whatthis pocketguideis, apractical how-to
guidetotaking full advantage ofwhatthe rightconsultantcan
provide.

ISBN: 978-0-87425-923-0
118 pp / Paperback

Client Relationship Management

How to turn client relationships into a competitive
advantage

David A. Po-Chedley
Thisbookrevealshowtotrulyexcelatmeetingclientneeds 2 and

lock in future business, client testimonials, increased referrals and
client loyalty. Insightful and full of common sense, Client Relation-

WKH 3URMHFW 0DQDJHPHQW ,QVWLWXWH{V 3URMHFW 0D QD JéhfMahdGeteriGheds new light on managing the six elements of

Knowledge.
ISBN: 978-0-87425-488-4
140 pp / Paperback

successful client relationship management: The client refationship,
relationship/project initiation, planning, implementation, closeout,
and application/serviceplan.

ISBN: 978-0-87425-637-6
185 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WR 6WUD W Bdnyetency-Based Performance

and Business Planning

Stephen G. Haines

This guide will aid you in applying the Systems Thinking Approach
toyourstrategicandbusiness planningbyexplaininghowtode-
velopastrategicplan,ensuresuccessfulimplementationofthe
plan,andbuildand sustain highperformance overthelonghaul.
ISBN: 978-0-87425-515-7

200 pp / Paperback

7KH ODQDJHU-V 3RFNHW *XLGH WR
Systems Thinking
Stephen G. Haines

This 0 D Q D J RddKevGuide introduces thinking systems concepts
and then takes the reader through a series of concepts and practical
tools for applying system thinking to: Getting results, learning,
managementprocesses, change andstrategic processes.

ISBN: 978-0-87425-453-2
200 pp / Paperback

Improvement
A strategy for organizational change
David Dubois

This important new book presents a systematic approach to analyz-
ing and improving performance in organizations. The most promis-
ing approaches to systematic strategic needs analysis, competency
model development, curriculum design, learning intervention
design and development, and program evaluation are explained.
Theauthorshows, step-by-step, howbesttoimplementcompe-
tency-hased performance improvementprograms.

ISBN: 978-0-87425-223-1
372 pp / Hardcover

The Human Generativity Series
RobertR. Carkhuff, ChristopherJ. Carkhuff&DonaldM. Benoit

Involumel,theauthorsexplorethescientificlegacyofgenerative
thinking. Volume Il explores the five phases of inductive generativ-
ityprocessesandthefive phasesofdeductive generativity
processes, offering case studies toillustrate key points. Volume lll
focusesongenerating cellularinformationwith discussions of
generating information cells, as well as optimizing cell assemblies
where generativity processingreally begins.

Paperback editions

ISBN: 978-1-61014-304-2/123 pp
ISBN: 978-1-61014-302-8 /142 pp
ISBN: 978-1-61014-303-6 / 246 pp
ISBN: 978-1-61014-158-3/141 pp



Books /Performance Management

The Complete Guide to Systems Thinking
and Learning
Stephen G. Haines

The Complete Guide to Systems Thinking and Learning uses the
Systems Thinking Approach to guide transformative change in our
personal lives and organizations. Systems Thinking was first popu-
larized in 1990 by Peter Senge with his best-selling book, The Fifth
Discipline. Unlike Analytical Thinking where the parts are primary
andthewholeissecondary,in Systems Thinkingthe wholeis
primary and the parts are secondary.

ISBN: 978-0-87425-571-3
400 pp / Paperback

Developing and Implementing
a Corporate University

Astep- by-stepguide on how to createa corporate
university thatworks

Jeffrey W. Grenzer

This book addresses how to create a university based on your cor-
SRUD Wilt&€) fietds and short- and long-term strategies. There
isno betterguide to designing auniversity thatis owned by the

F R P S D Igadeys,iseasytouseanddirectlyimpactsthebottom
line. Itispackedwithvaluablestrategiesandtacticalinsights, plus
morethan 50 charts, quizzesandgraphs designedtohelpyou
capture and share your R U J D Q L] knleRd® §nd experiences

ISBN: 978-0-87425-926-1
200 pp / Paperback

Foundations of Instructional and
Performance Technology
Seung -Youn Chyung

In this new resource the author selected topics for those fairly new
tothefieldand synthesizesawealth ofinformationinto one con-
cise text. The book starts with a focus on instructional technology,

thenshiftstohuman performancetechnology. < R Xéa@@bout
ideas of prominent thinkers like Edward Thorndike, B. F. Skinner,

and Benjamin Samuel Bloom, and \ R X#]<0 fave access to exten-
sivereferences and user-friendly charts.

ISBN: 978-1-59996- 136-1
171 pp / Paperback

GivingandReceiving Performance
Feedback

A powerful new model for employee performance
improvement

Peter Garber

Ifyoudreaddelivering performancereviewsandyouknowthe
peoplegettingrevieweddreaditthesameway,preparethemand
yourselfwiththisquickreadthatmakesaconvincingcaseforthe
necessity ofbalancedfeeback.All \ R Xrfe€d@doistaghalfa
dozenpageswithpost-itnotesand passthishookaroundtoyour
directreports before the next round of reviews.

ISBN: 978-0-87425-773-1
200 pp / Paperback

7KH ODQDJHU-V 3RFNHW *XLGF

Documenting Employee Performance
Terry L. Fitzwater

This step-by-step guide will help you document and change
unwanted work behaviors before they become issues leading to
termination. Itispresentedinaformatthatiseasytounderstand
and apply. The guide presents specific measures for accurate per-
formance documentation that will protect your organization
against dischargelitigation.

ISBN: 978-0-87425-447-1
128 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WF

Motivating Employees
Shawn Doyle

Thispracticalguide concisely outlinesthe stepstocreatingand
maintainingafun,energized,andhighlymotivatingworkenviron-
mentwhere employeeswanttowork and stay. Motivation tech-
niquesaremade simpleanddirectinthisfocusedguide for
managers and leaders.

ISBN: 978-0-87425-846-2
128 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WF

Performance Management
Sharon Fisher

The 0D Q D J RdgkevGuide to Performance Management clearly
spells out the specific steps a manager can take to ensure improved
performance in any work unit. Investing in workforce development
maybethe mostimportantstrategicdecisionanymanagercan
make.

ISBN: 978-0-87425-419-8
128 pp / Paperback

The Manager's Pocket Guide to
Behavioral Economics

Richard Brynteson

Behavioral economics is the study of cognitive, emotional and social
forcesondecision-making.Itisamulti-facetedlensthroughwhich
youcanlookatyourownbehaviorandthatofyouremployees. Ulti-
mately, behavioraleconomicsinvitesustolookatourselvesand
others, andlaugh.

ISBN: 978-1-61014-257-1
138 pp / Paperback



Books Problem Solving & Creativity

Polarity Thinking

The Missing Logic to Acheive Healthcare Transformat

Thelegacyof W R Gibtéfptofessionalhealthcareleaderswillbe
the successful transformation of the healthcare system at the point
of care. Most healthcare leaders and providers are masters of prob-

lem solving. However, the major issues haunting healthcare today

are combinations of problems and polarities. This book provides the
key knowledge of how to differentiate problems from polarities
andhowtousea principle-drivenframeworkthatexplainshowto
leverage allpolarities.

ISBN: 978-1-61014-396-7
156 pp / Paperback

The HR Skills Series

How can you plan forand manage changes in such areas as con-
sumer demand, workforce turmnover, production, and performance
standards?

This HR Skills Series has been designed to serve asa handy infor-
mational resource on a variety of topics managers deal with on a
daily basis.

Complete set of all8titles

The 0D Q D J Gldeato
Intellectual Property
Jeffrey Sheldon

Written by respected intellectual property lawyer Jeffrey Sheldon,

The 0D Q D J BuidgdIntellectual Propertyisdesignedtohelp

business executives and entrepreneurs understand the basics con-
ceptsofintellectual propertyandknowwhentocallintheintellec-
tual property attorneys to assist

ISBN: 978-1-61014-291-5
140 pp / Paperback

Creating the Exceptional Team
Patrick Sanaghan and Kimberly Eberbach
This practitioner's guide is packed with processes, designs, tools,

and models, a diagnostic instrument and good old fashioned ad-
vice from two leadership experts.

ISBN: 978-1-61014-306-6
104 pp / Paperback

ion

7KH 0DQDJHU:-V 3RFNHW *XLGH WF

Emotional Intelligence
Emily A. Sterrett, Ph.D.

Thisguidecoversthecriticalemotional qualitiesthatcanhavea
greaterimpactonsuccessthangeneralintellectualintelligence.
Includes best practices on how to enhance self-confidence, empathy,
self-control,andotherimportantemotionalcompetencies.

ISBN: 978-0-87425-599-7
140 pp / Paperback

Write Type
Personality types and writing styles
Stephen D. Gladis

Based on individual personality styles, it provides new strategies for
thefour basictypes of writers: the correspondent, the technical
writer,the creative writer,andthe analytical writer. Each personfits
intooneofthesewelldefinedtypesofwritingstyles,andonce
readerslearntheirwritingpersonalitytypes, thebookguidesthem
through the writing process.

ISBN: 978-0-87425-221-7
144 pp / Paperback

Polarity Management
Identifying and Managing Unsolvable Problems
Barry Johnson, Ph.D.

Some complex problems simply do not have VR O X Wefk€y o *
beinganeffectiveleaderisbeingabletorecognize andmanage
suchproblems. PolarityManagementpresentsauniquemodel
andsetofprinciples thatwill challenge youtolook atsituations
innew ways. Also included are exercises to strengthen your skills,
andcasestudiestohelpyoubeginapplyingthe model toyourown
unsolvable problems.

ISBN: 978-0-87425-176-0
288 pp / Paperback

The 0D Q D J RackstGuide to Creativity

Alexander Hiam

Usethisguidetounleashthe creative potentialin othersby
understanding the key enablers and barriers to creativity. Directed

creativity is possibly the most important problem solving skill. <RX100

learnhowthe elements ofcreative thinking, the methodsthathelp
usget 3 XY W Xdanthemselves be creative. What
betterwaytodrivehomethepowerofthecreativethoughtprocess
thantogooutonalimbandbecreativeaboutcreativity!
ISBN: 978-0-87425-436-5

180 pp / Paperback



Books Negotiation

The Everyday Negotiator
50 practical tactics for work and life
Michael R. Carrell & Christina Heavrin

Never again pay the sticker price, accept what is given or engage in
anunproductive argument 2 whenyou could negotiate the out-
comeyoureallywant. Thisbookwillteachyounegotiation skills
thatapplytonearly every aspectoflife andwork. Negotiationis
the ultimate 3O VIML OO~

ISBN: 978-0-87425-798-4
250 pp / Paperback

The Negotiation Sourcebook, 2nd Edition
Ira Asherman & Sandy Asherman

Thissourcebookhasawealthofinformationandarticleson
successfulnegotiatingstrategiesinawiderangeofapplications.
Importanttipsinclude howto negotiate with someone whois not
adopting a collaborative/problem-solving style. Because we donot
negotiateinavacuumbutwithinthecontextofarelationship,
each of these articles leans towards the problem-solving or collab-
orative approach.

ISBN: 978-0-87425-604-8
512 pp / Paperback

The 0D Q D J RatkatGuideto

Preventing Sexual Harassment

Terry L. Fitzwater

The Manager §Pocket Guide to Preventing Sexual Harassment
approaches the issue globally, from creating policy statements on
sexual harassment and conducting employee audits to determining
vulnerabilities (and appropriate cures), to the five Afof under-
standing, to handling and dealing with stereotypes and hiases.
ISBN: 978-0-87425-450-1

140 pp / Paperback

The Negotiator in You

Tips to help you getthemost out of everyinteraction
Joshua N. Weiss, Ph.D.

The Negotiator in You is an introduction to negotiation specifically
forpeoplewho G R @fdtd viewthemselvesasnegotiators. In
thisoriginaltitle, Dr.Weissgives usthetoolstoenterintoa
myriad of negotiations with confidence in the workplace, at home
and in life.

ISBN: 978-1-61014-301-1

114 pp / Paperback

2Teams

Successful Team Building
20 tips, tools, and exercises
Glenn Parker

In this easy-to-use manual, team building expert and author Glenn
Parker shows you how to successfully conduct team building when
teambuilding is called for. Aswith the other books inthis series,
this is accomplished through the use of assessments, activities and
exercises.

ISBN: 978-1-59996-225-2
44 pp / Paperback

Team Communications
20 essential aids
Glenn Parker

Oneofthefirstthingstogo onateamis communication. When
membersfailtocommunicate witheach other,andthe teamfailsto
communicate with stakeholders, \R X fgotproblems. Learn how to
identifythesourcesofcommunicationbreakdown,admitthereisa
problem,sendeffectivemessages,beanactivelistener,getgood
communicationgoing byasking questions, setgroundrulesfor
effective communication, and more.

ISBN: 978-1-59996-194-1
43 pp / Paperback

Team Empowerment

20 ways to get there

Glenn Parker

In Volume VI of The Parker Team Series, Team Empowerment: 20
Waysto Get There, author Glenn Parker explains the ins-and-outs of
whatexactlyanempoweredteamisorisnot, the risksandbenefits
ofempoweredteams, and howtobuildandmaintainanempow-
ered team.

ISBN: 978-1-59996- 200-9
39 pp / Paperback

Team Rewards
20 real life lessons
Glenn Parker

Youmayknowhowtoform, train, developandfacilitateteams. But
doyouknowhowtorewardthem?Expertsindevelopingrewards
and recognition programs agree: One size does notfit all. The key is
knowingwhich type of plan or combination of plans will workin
your situation. And this book, from The Parker Team Series, will help
you make that determination.

ISBN: 978-1-59996- 206-1
29 pp / Paperback



Books Teams 2Toolsfor Training

Team Trust
20 trustworthy tips
Glenn Parker

Whenthereisnotahighleveloftrustamongteammembers, com-
municationisguarded, the climateistense, meetingsarestiffand
formal,andtheteamgoesnowhere.Butwhentrustincreases, so
doperformanceandresults. Thisconcisebook,fromTheParker

Team Series, tackles this often-ignored subject and is exactly what
leaders needto buildateam of employees whotrusteachother
and theirleader.

ISBN: 978-1-59996- 205-4
33 pp / Paperback

Teamwork

20 steps to success

Glenn Parker

Thisquick, easy-to-readtitieisfull oftheinformationrequiredto
conduct teams in a more effective manner, including job aids and

assessments. Teamwork: 20 Stepsto Successisthe perfectprimer
foranytypeofteam, fromon-site, existingteamstobrand-new,

cross-functional teams.

ISBN: 978-1-59996-171-2
46 pp / Paperback

/KH ODQDJHU-V 3RFENHW *XLGH WR
Team Sponsorship

Sara Pope

|deal forteamleaders ormanagerswhomustformandmanage

teams, thisguide provides helpful guidelinesforturning the princi-

ples of team management into day-to-day actions. Covers stepsin
formingand managing natural, ad-hoc, and standing teams.

ISBN: 978-0-87425-421-1
128 pp / Paperback

101 Leadership Actions for
Creating and Managing Virtual Teams
Ollie Malone

These 101actionswill helpyoumanage, lead, orparticipateina
virtual team; whatever your role you will gain ideas, practices, and
suggestions that will enable you to be more successful. From strat-
egyandstructuretotechnologyandsystems, L \alifisfe!
ISBN: 978-0-87425-810-3

128 pp/ Paperback/ Code...101CMT / $15.95

Creating a Positive Team Climate
20 practical ideas
Glenn Parker

InVolume IV of the Parker Team Series, Creating a PosiTive Team
Climate: 20 Practical ldeas, author Glenn Parker shows how to
evaluate and rehabilitate your team for outstanding results. This
manual is chock full of practical advice, not theory; use it from the
moment you open it up!

ISBN: 978-1-59996-183-5
39 pp / Paperback

Team Leadership
20 proven tools for success
Glenn Parker

InVolume Il of The Parker Team Series we leam what effective lead-
ershipis. Some universal truths cut across all types of teams; Effec-
tiveleadershaveaclearvisionandare abletocommunicatethat
vision; Theydevelopasenseofurgencyaboutthe W H Difk\in-
volve team members in goal-setting and decision-making, and fos-
teraclimate of opennessandhonesty. People wanttowork with
them.

ISBN: 978-1-59996- 182-8
42 pp / Paperback

101 Games for Trainers
A collection of the best training activities from B ob Pike!
Bob Pike with Christopher Busse

This classic from Bob Pike contains 101 mind stimulating game ac-
tivities fromthe Creative Training Techniques Newsletter. These fast
actiongamescanbe quicklyandeasilylaunchedwithanysize
group. Each game lists training objective, time, materials required
and 37 Kittercisein SFWLRQ”

ISBN: 978-0-943210-38-4
120 pp / Paperback

101 More Games for Trainers
Bob Pike with Christopher Busse

101moreandbettergamesfromBobPike. Thisvolumeincludes
26 openers, 32 energizers, 15 games that improve communication,
25teambuildinggames, andgamesthataddressresistanceto
change, trainertraining, diversity, conflictcustomerservice,and
much more.

ISBN: 978-0-943210- 44-5
120 pp / Paperback / Code...101MG / $24.95



Creative Train-

Books /Toolsfor Training

ASTD Reference Guide to Working,
Learning,andPerformance

Present and future roles and competencies
William J. Rothwell & Henry J. Sredl

The ASTD Reference Guide is intended to provide a context for the
Workplace Learning and Performance (WLP) field, to expand onthe
roles and competencies described in ASTD Models for Workplace
Learningand Performance,andtoprovidereaderswiththe
resources for enacting those roles and demonstrating those
competencies.

ISBN: 978-0-87425-177-7
1,200pp/Hardcover,2Volumes

Master Trainer Handbook,
4th Edition

Tips, tactics and how-tos for delivering effective training
Robert W. Pike

This key resource for all training professionals has been carefully
revisedandupdated. Thefocusisondelivering results, notjust
training. Allthebasicsarecovered,includinghowtotapintolearn-
ers motivation, customizing for your audience, great presentation
techniques,andcreativeactivitiesthatyoucanuse. Techniques
includeinstrumentedlearning, participantcenteredtechniques,
classroom management and the myths and methods of e-learning.

ISBN: 978-1-61014-402-5
328 pp / Hardcover

Flip Chart Magic!
Dave Arch & Ivar Torgrimson
Flip ChartMagictakesyoustep-by-stepthroughthe process of

building and using effective flip charts in training sessions. Divided
into three sections with coded pages (Need to Know / Nice to Know /

WheretoFind).FlipChartMagicisliterally *$Seminarina % RRN |

Thefronthalfofthe bookisamore basic courseandthe back half
ofthebookisamoreadvanced course onthe subjectofeffective
flip chartuse.

ISBN: 978-0-87425-507-2
150 pp / Paperback

Humor Works

John Morreall, Ph.D.

Increased productivity; high morale; effective change manage-
ment; reduced workplace conflict, stress, and burnout 2 these
DUHQTW 0D X 3K LoareRrBy¥ Mokt Business leaders
today completely overlook one of the most valuable tools available
to them: humor.

ISBN: 978-0-87425-400-6

280 pp / Paperback

Job Aids for Everyone
A step- by-step guide to creating job and task aids
Charlotte Long

This self-study guide will show you howto create checklists, lists of
steps,forms,worksheets, decisiontables, flowchartsallkinds of
taskaidstohelpemployeestake corrective actionandperform
theirjobs. A 3 P X K\ Yfét any supervisor.

ISBN: 978-0-87425-791-5
100 pp / Paperback

Small Group Facilitation
ImprovingProcessandPerformance  in GroupsandTeams
Judith Kolb

Small Group Facilitation presents anew, research-based framework
forfacilitationalongwithplenty ofhow-tostoolsforputtinginto

action. Unlike other resources, it focuses on the importance of group

process. If \RXJUH D YHWHUDQ IDFLOLWDWRWLQRXYTO
yourcraft. If \R X fibeiginner, \ R Xdald &learroadmaptosuc-

Cess.

ISBN: 978-1-59996- 228-3
256 pp / Paperback

The Assessment Book

Applied strategic thinking and performance improvement
through self-assessments

Roger Kaufman, Ph.D.

This book contains seven self-assessments designed to help you
define the issue of what to accomplish before deciding how to
accomplishit. Withthese sevenassessments, youcancollect,
analyze and interpret the data necessary to confirm your suspicions
hefore makingrecommendations. Each assessmentusesaunique
dualresponse whatis and whatshould be formatwith perform-
ance-related questions.

ISBN: 978-1-59996- 128-6
130pp / Paperback

7KH 0ODQDJHU:-V 3RFNHW *XLGH
Quickly acquire the know-how to implement training

and get results

Shawn Doyle

Learneverything youneedtoknow asaleaderabouttraining 2
andhowtouseittogetresults. If \ R X fitt shtisfied with current

levels of performance and wantto turn training intoamajor con-

tributorto the bottom line, this pocket-size guide will be invaluable

ISBN: 978-0-87425-925-4

92 pp / Paperback



Books Toolsfor Training 2Wellness & Safety

The Training Needs Analysis Toolkit,
2nd Edition

Sharon Bartrom

Thisallnewsecondeditioncontains22reproducibleinstruments
and surveys for gathering information at all levels of your organiza-
tion. Itincludes proventechniquesfortransformingyourdatainto
realistictraining strategies and solutions.

ISBN: 978-0-87425-497-6
225 pp / Paperback w/CD

The Training Trilogy, 3rd Edition

Conducting needs assessments, designing programs,
and training skills

Dick Leatherman

The goal of the newly revised and updated Training Trilogy, Third

Edition is to provide the classroom trainer with practical and real-
worldideasfordesigninganddeliveringtrainingthatmeetsthe
real needs of participants and keeps them excited, engaged and

learning.

ISBN: 978-0-87425-935-3
382 pp / Paperback

BeyondTrainingandDevelopment,
3rd Edition

Enhancing Human Performance throughaMeasurable
Focus on Business Impact

William J. Rothwell

Research indicates that only about 10 percent of an organization §
problems can be solved by training alone. The other causes require
management action. Beyond Training and Development describes in
a simple, step-by-step approach how to separate symptoms from
root causes and how to identify the most appropriate solutions to
problems with human productivity in workplace settings.

ISBN: 978-1-61014-395-0
404pp / Paperback

Balancing Work and Family

A OHD Ggiildd ¥ managing the challenges  of integrating
work andfamily

Aline Masuda, Nuria Chinchilla, Mireia Las Heras

Here is a useful guide to help leaders implement country-sensitive
work-family policies and create family-responsible environments in
whichemployeescancarryouttheirworkandstillbefullyengaged
withtheirfamilies. Ithringstogetheradiverseteamandeach
chapterpresentsanoverviewofthefactorsinaspecificregionim-
pacting work-familyintegration.

ISBN: 978-1-59996- 168-2

186 pp / Paperback

Motivating a Multicultural Workforce
Jinsoo Terry

As a leader you must be an expert at managing and motivating
employees 2 and awhole lot more. MoTivating a Multicultural
Workforce is your guide to understanding and addressing the
needs and concerns of those who work for you 2 wherever they
arefrom 2 and maximizing their diverse talents.

ISBN: 978-1-59996- 227-6
161 pp / Paperback

7KH ODQDJHU: -V 3RF NDBiWrsitxX LG F

Managing diversity just makes good business sense
Dr. Edward E. Hubbard

Thispocketguidewillexposethebusinessopportunitythatunder-
pinsthesupportofdiversityin W R G@ddhizations.Learnhowto
improve workplace productivity by bridging organization goals with
diversity imperatives in areas like recruitment, retention, team
building, andservice.

ISBN: 978-0-87425-761-8
190 pp / Paperback

Fostering Employee Engagement
Practical Tools and Best Practice Techniques
Donna Dickson

Learnstep-hy-stephowtocreateemployeeswhoarecommitted,
passionate, energetic, take initiative, puthighlevels of effortinto
their jobs, and exceed expectations. Fostering Employee Engagement
hasthe answers along with practicaltools and specific

actions you can easily implement to engage your workforce.

ISBN: 978-1-59996-231-3
186 pp

The Complete Guide to Wellness
Richard Bellingham, Ed.D.

The Complete Guide to Wellnessis the culmination ofover 20 years of
applied research in over 100 companies. The materials in this book
werefirsttestedinhospital settingsunderphysician supervision
andwerelaterimplementedincompanieswithleadingbehavioral
psychologists and organizational change experts. The Complete
Guide to Wellness includes all the reproducible materials you need
toruneitheraself-studyorgroupprogramonany ofthetopics
covered.

ISBN: 978-0-87425-613-0
600 pp / 3-ring binder



Parker Team Series / Social Intelligence Skills

Quick-read hooklets to help you improve your teambuilding skills

Parker Team Series
By Glenn Parker

If \R X fridrig to figure out how to get more out of the team

Building Relationships for Team Success

32 pp / Paperback

Creating a Positive Team Climate

39 pp / Paperback

Effective Meetings
71 pp / Paperback

\R X féspbnsible for managing +and these days, who LVQIW"

Helpis on the way.

Thisseriesofbrief,how-tobookletsisfull ofinsightsandskills
forteamleadersand managerswhowanttoimprove their
overall teambuilding skills. Here you will find the most
important aspects of teamwork covered concisely and
thoroughly: Meetings, leadership, climate, conflict, rewards
and recognition and teambuilding. Each booklet is to the point
butisjam-packedwithclearexplanations, usefulexercises,
meaningful vignettes and solid examples ofthe total team
process.

Thebookletsappealtobothnewcomersandveterans.
Andtheknowledge canbeappliedtoanytypeofteam +
including on-site teams, new and existing teams and cross-
functional teams.

Whenitcomestoteamtraining, GlennParkeristrulythe best
inthe business.His manyhands-onyears ofbuilding and
sustainingteamworkandwritingbest-sellingbooksonteam-
work are evident in these pages. Eveniif \ R X foééh involved
inteamworkfordecades, \ R Xfildiitd manynewandfresh
ideasandapproachesyoucanapplyimmediately.

Successful Team Building

44 pp | Paperback

Team Communications
43 pp | Paperback

Team Empowerment
39 pp / Paperback

Team Leadership
42 pp | Paperback

Team Rewards
29 pp / Paperback

Team Trust
33 pp / Paperback

Teamwork
46 pp | Paperback

Order the Complete Set of All 10

The SocialIntelligence Skills Series
By Stephen Sampson, John Blakeman and Robert Carkhulff

Thistimely series is hased upon 15 years of experience and work of trainersand researchers in
thefieldofcriminaljustice. Eachbookisfilledwiththe practical skillsandactualtechniques
and methods. The focus is on how to communicate and get others to what is desired with mini-
mal hassles. Examples and techniques are based on thereal world and canreadily be used asa
part of a hands-on training program. The highly successful intervention model is demonstrated
through practical skill related exercisesincluding 2 The Basics (sizing up skills), The Add-ons
(communicating skills), and The Applications (controlling skills). A worthwhile series for any law
enforcementor governmental organization.

Social Intelligence Skills for Fire and Emergency Ser vices

174 pp / Paperback

6RFLDO ,QWHOOLJHQFH 6NLOOV IRU 6RHVLOD-QC
120 pp / Paperback

Social Intelligence Skills for Government Supervisor
110pp/Paperback/ & R GH « 6, 6/405.95 1Version with DVD

s/Managers

Social Intelligence Skills for Law Enforcement Officer s
114 pp / Paperback

Social Intelligence Skills for Law Enforcement Supe  rvisors/Managers
118 pp/Paperback i 9HUWibR\D

Social Intelligence Skills for Correctional Superviso
144 pp / Paperback

rs/Managers

SocialIntelligence Skills forCorrectional Officers
134 pp / Paperback

Front Line Guide Complete Set




TheD v P ®@ofcket Guide Ser

TheManager'sPocket Guide to GenerationX
102 pp / Paperback

The 0D Q D J IRatkstGuide to Influencing
with Integrity
160 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WRTheManager'sPocketGuide to Innovation
Behavioral Economics

TKH 0ODQDJHU-V
Pocket Guide
Series

166 pp / Paperback
131 pp / Paperback _
, . The 0D Q D J Ratkst Guide to Knowledge
The 0D Q D J IRatkst Guide to Creativity Management
180 pp / Paperback 114 pp / Paperback

7TKH 0DQDJHU-V 3RENHW *XLGH WRrgRIDRY Prhékat Guide to Organizational
Culture Change Learning

190 pp / Paperback 143 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *BHil& H WRTﬁéDd.H"d'léJJ Ratkat Guideto
for the New Economy Leadership Skills

135 pp / Paperback 200 pp / Paperback
The 0D Q D J Ratkat Guide to Dealing 7KH 0DQDJHU-V 3RENHW *XLGH
with Conflict to Effective Mentoring
128 pp/ Paperback 111 pp / Paperback
7KH ODQDJHU-V 3RFNHW *XLGH . _—
Documenting Employee Performance Géﬁpgégsm ALk Guide to Motivating
187pp/Paperback 128 pp | Paperback
TheManager'sPocket Guide to Downsizin . .
with Configdence g The 0DQ DJ Rackst Guide to MegaThinking
130 and Planning

PP 206 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WR
Diversity Management
Management

190pp/Paperback

128 pp / Paperback
7KH ODQDJHU-V 3RFNHW *XLGH WR .
e-Communication The 0D Q D J Ragkst Guideto
140 pp / Paperback Public Presentations

128 pp / Paperback
7KH ODQDJHU-V 3RFNHW *XLGH WR . .
Emotional Intelligence The 0D Q D J Ra¢katGuide to Project

140 pp / Paperback Management

140 pp / Paperback
7KH 0DQDJHU-V 3RFNHW *XLGH
to Effective Meetings
188pp/Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH
to Employee Relations
128 pp / Paperback

the Workforce of the Future
105 pp / Paperback

The 0D Q D J IRatkst Guide to Preventing
Sexual Harassment

140 pp / Paperback
The Manag HU-V 3RFNHW *XLGH
to Effective Writing The 0D Q D J IRdtkdt Guide to Social Media
128 pp / Paperback 192pp / Paperback

7KH ODQDJHU-V 3RFNHW *XLGH WR
Spiritual Leadership
144 pp / Paperback

The 0D Q D J RatkatGuide to Business
and Strategic Planning
283 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WR
Systems Thinking
200 pp / Paperback

7KH ODQDJHU:-V 3RFNHW *XLGH
160 pp / Paperback

The 0D Q D J Ratkat Guide to Hiring
Top Performers
180 pp / Paperback

7KH ODQDJHU-V 3RFNHW *XLGH WR
Team Sponsorship
128 pp / Paperback

The 0D Q D J RatkatGuide to Virtual Teams
136 pp / Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WR :RL
Coaching
140 pp / Paperback

The 0D QD J RrdtkatGuide to Using
Consultants
140 pp/Paperback

7KH 0DQDJHU-V 3RFNHW *XLGH WRJ%&%%%B@EI}IJV TXLGH WR,QWHOC

aperbac

Managing the Generation Mix, 2nd Edition
266 pp / Paperback

Managing Anger in the Workplace
158 pp / Paperback

Managing Generation Y
105 pp / Paperback

Performance Under Pressure

7KH 0DQDJHU:-V 3RFNHW *XLGH W R1&Hp (Pépenvad® J

Orderthe CompleteSet 3
One of Each



Surviving Workplace Change
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training
program that comes complete as Microsoft Word files, but can also
beeditedtomatchyourspecific situation. Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests;
Evaluations; 7 U D L QuHold-$iart; PowerPointpresentation;
Pre-course assignment; Workshop outline; Lesson plans;
Customizationrights. Use this 2-dayworkshoptoprepare your
managers and workforce for any meaningful change at the depart-
mentlevel or at the organization level.

Coaching Effectiveness Workshop
Jon Warner

This one-day coaching workshop includes complete trainer notes,
lesson plans, experiential activities, and a CD with PowerPoint®
masters. Lessons include understanding your coaching style and
thecoachingneedsofothers, settingthe climate forcoaching,
building the coaching relationship and encouraging communica-
tion andfeedback.

Facilitator & Participant Guide

Additional ParticipantGuide

Becoming a Mentor Program
Watch mentoring done right!

Dr. Norman H. Cohen

Usethe Becominga Mentor Workshoptobuild asuccession strategy,
retainkeyworkersandcreateaculture ofinclusionanchoredby
employee development. ThisworkshopincludesaDVDvideo;
demonstrating an essential mentor skill set. The O H D Gytide fvith
CD containing PowerPoint® slides provides instructor lesson plans
with experiential activitiesto supplementvideolearning.
Facilitator Guide & DVD/3-ring

AdditionalWorkbook

The Art of Helping

Robert R. Carkhuff, Ph.D.
Thisprogramiscreditedwithhavinghelped over 1 millionindivid-
uals toimprove their skills. The 7 U D L Gtidé fs\designed to help
studentsmakethetransitionfromreadingabouthelping skillsin
The Artof Helping to practicing these skills. The complete program
includes The Artof Helping Text, StudentWorkbook,and 7UDLQHU
Guide with 12 vignettes demonstrating practical helping
techniques.

TUDLQHUYV *XLGH

Workbooks

Text

The Complete Mentoring Program
Motivate, develop & retain great managers!

Dr. Norman H. Cohen

This program provides all the tools you need to win the war for
talent by establishing a system that nourishes high performers,
who, in turn will help develop the next generation. Individual
components make it easy to breathe new life and effectiveness into
existing programs. In addition to the Becoming a Mentor DVD and
facilitation materials the program includes ten copies of Principles
of Adult Mentoring assessment, 10 Mentee§/Guide to Mentoring; 10
Mentoring Pocket Guides; 10 Guides to Mentee Planning; 1 Step-by-
Step Guide to Starting an Effecive Mentoring Program; and 1 Assess-
ment of Organizational Readiness.

The Complete Mentoring Program

Building Interpersonal Influence
Courseware
Human Technology Corporation

Acustomizable, interactive, experiential, soft skillstraining pro-
gramthatcomescompleteas MicrosoftWordfiles, butcanalsobe
edited to match your specific situation. Comes complete with
Instructor Guide; Participant Coursebook; Pre-and Post-Tests; Evalu-
ations; 7U D L Qudd-Brart; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
Building Interpersonal Influence is a comprehensive 2-day training
courseexhibiting the higheststandards ofinstructional design.

Effective Listening Workshop

Human Technology Corporation

EffecTive Listening is a comprehensive training course in which
participants will analyze a series of barriers to effective listening
and methods to successfully overcome them. This one-day work-
shop presents techniques for accurately interpreting both verbal
and nonverbal aspects of a message and is designed for all employ-
ees, managers, supervisors, and leaders.

Additional Participant Workbook

Interpersonal Skills for IT Professionals
Sheila Thomas

Ready to use and loaded with enlightening exercises, the program
containseverythingnecessarytodesignand delivertwoandone
halfdays ofworkshops bytopic, allinone place 2 including
objectives, timingissues, presentationmethods, equipmentand
supplies, and notes for the facilitator. The five sections are organized
byexercisessothateach successive exercise builds on skillslearned
inearlierexercises, creatingaseamless 2 andpainless 2 wayfor
IT professionalstoenhancetheirinterpersonal skills.

Instructor & Participant Guide
ParticipantGuide



Dealing with Conflict:

Conflict Resolution Styles DVD
Turn conflict into opportunity!

Alexander Hiam

Mostemployeeswouldagreetheyspendtoomuchtimedealing
with disagreements, differences, and other conflicts that arise in
theworkplace. Conflict Resolution Styles drives home the message
thatweusually F D @fiorignorethese conflicts, butwecan
learn how to deal with them.

22Minute DVD, Leader Guide, Slideshow

LeaderGuide&Instrument
360Degree Feedback/Pack of 5

Facing the Tiger Workshop DVD
John Schere & Mark Yeoell

Thisinteractive DVD trainingworkshop canmake anoticeable
differenceintheway people seeandrespondto conflicts. Ithas
helped thousands of people, and it can help you and your organiza-
tionexperience the powerandvalue ofconflictutilizationand how
toreleasetheuntappedpotential presentin every conflict!

2 DVDs /5 Workbooks
AdditionalWorkbooks/Pack of5

Transforming Workplace Conflict
Courseware
Human Technology Corporation

Acustomizable, interactive, experiential, softskillstraining pro-
gramthatcomescompleteasMicrosoftWordfiles, butcanalsobe
edited to match your specific situation. Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; 7 U D L Quick-$iért; PowerPoint®presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
Transforming Workplace Conflictis acomprehensive 2-day trainer-
led curriculum where managers, supervisors, and team leaders will
learn to manage conflict by identifying conflicting personality
styles.

Service Pro: Better Faster Different
Package w/DVD
Rick Tate

A comprehensive program targeting customer service INs and OUTS,
ideal for today Jcompetitive market. Programiincludes DVDs,
stories, exercises, overheads, role-plays, and more for both man-
agers and service personnel. This hard-hitting one-day workshop
for service personnel provides both the why and the how of train-
ing on key competencies. The Service Pro program consists of five
hasic training modules and one supplementary module, along with
astep-by-step Facilitator Guide with instructions for running each
module.

Additional Workbooks/Pack  of 5

Superior Client Service for
Financial Institutions
David Driskill

This complete training program makes it easy to teach any number
ofemployeestheinterpersonal communicationskillsneededto
createsuperiorinteractionswithfinancialclients. Whilethe
materialsfocusonproviding serviceby phone, manyofthe
conceptstranslatereadilyintoface-to-faceinteractions.

Trainers Package
ParticipantBook/Pack of 5

Developing Employees
Courseware
Human Technology Corporation

Acustomizable, interactive, experiential, soft skills training pro-
gramthatcomescompleteasMicrosoftWordfiles, butcanalsobe
edited to match your specific situation. Comes complete with
Instructor Guide; Participant Coursebook; Pre-and Post-Tests; Evalu-
ations; 7 U D L QuHd4-$tért; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
Use this comprehensive 2-day workshop to develop coaching skills
inmanagersandsupervisorsenablingthemtobuildteamsof
autonomous, accountable and motivated employees who take
responsibility for their self development.

Behavior Description Interviewing
Use past behavior to hire for future performance!
Tom Janz & Greg Mooney

This guide enables the trainer to break a class of participants into
groups of5 personsto optimally facilitate behavioral interview
practice and role play exercises. This 4-pack will facilitate a
participant group of 20.

7TUDLQHUYY 3DFNDJH
Additional Participant Package
Additional Interview Patterns /Pack  of 10

Service Pro: Service Leadership
Package w/DVD

Create an organization of Service Prosandbuild  a
competitive advantage!

Rick Tate

Acomprehensive programtargeting customerservice INsand
OUTs,idealfor W R G &krfpétitive market. Programincludes DVDs,
stories, exercises, overheads, role-plays, and more for both man-
agersand service personnel. This one-day workshop for leadersis
absolutely essential formanagerswhomustunderstandthe big
pictureandbeabletoalign systems, support,andrecognitionto
make superior service acompetitive strategy.
AdditionalWorkbooks/Pack of5



Documenting Employee
Performance Workshop
Terry L. Fitzwater

Theworkshopispackedwithtipsandstrategiesforgiving
feedback, using impact words, coaching for change, writing
performance objectives, identifying and dealing with personality
types, identifying performance gaps, using the correct language
andformatsfordocumentation, documenting expectations of
employees, employee development,andmuchmore.

116 pp / Includes Pocket Guide

Leadership Effectiveness Workshop
Teachtheeightqualitiesthe  Z R U die$deaders possess
Jon Warner

This 2-day, interactive workshop is designed to help an organiza-
tion develop the leadership skills of its workforce. It includes the 8
core competencies assessed by the Leadership Effectiveness Profile:
Contextual Thinking, Creative Assimilation, People Enablement,
Reciprocal Communication, Directional Clarity, Change Orchestra-
tion, Driving Persistence and Emotional Intelligence.

Facilitator & Participant Guide
Additional Participant Guides

Preparingthe Future Leader Courseware
Human Technology Corporation

Acustomizable, interactive, experiential, softskillstraining pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation. Comes complete with
Instructor Guide; Participant Coursebook; Pre-and Post-Tests; Eval-
uations; 7U D L QidkSBtart; PowerPoint® presentation; Pre-
course assignment; Workshop outline; Lesson plans; Customization
rights. Preparing the Future Leader is a comprehensive 2-day train-
ing course exhibiting the highest standards of instructional design
andavailable only as alicensed curriculum.

Strategic Leadership Workshop:

One-day Version

Alexander Hiam

TheSLTiAssessment ) D F L O LMABUAIRitlfe¥flexible, streamlined
trainingon SLTIconceptsthatbeginwithadministeringandscoring
theassessmentandcaninclude upto 7 hoursoftrainingusingupto
10 experiential exercises outlined and ready to deliver in the Partici-
pant Coursebook.

Code...SLTIF/ Leader Guide & Coursebook/ Slides
Additional Participant Coursebooks
18 minute DVD

Strategic Leadership Workshop:
Three-day Version
Alexander Hiam

A comprehensive three-day curriculum designed to provide leaders
the experiential leamning practice necessary to fully master the
appropriate use of four leadership strategies: Relate, Coach,
Delegate, Instruct.

Code...SLWIG/LeaderGuide & Coursebook/Slides
Additional Participant Guide
18 minute DVD

Strategic Type Leadership Indicator
Workshop DVD

Alexander Hiam

Addtoyour Strategic Leadership training programwith this great
new 18-minute DVD program. The DVD Leaders Guide enables an
instructor to administer and score the SLTIwith a minimum of ex-
planationwhile still covering summary conceptsandinstructions
onscoring the selfassessment. The video also summarizeskey SLTi
conceptsandassistsparticipantsinscoring. TheDVD / H D G IBUidgV
comes with a short PowerPoint Slide presentation and prompts the
instructor (or) participantwhen to play the DVD with either the
1-day or 3-day SLTi workshops.

LeaderGuide, 18MinuteDVD &Slides

Using Adult Learning Principles
Courseware
Sharon Fisher

Acustomizable, interactive, experiential, soft skills training pro-
gramthatcomescompleteasMicrosoftWordfiles, butcanalsobe
edited to match your specific situation. Comes complete with
Instructor Guide; Participant Coursebook; Pre-and Post-Tests; Evalu-
ations; 7 U D L QuHdd-$tért; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
A must for ensuring trainers are skilled in accommodating leaming
stylesand using the latestresearch onadultlearning tomakeall
training more effective.

Decision Making and Planning Tools
Courseware
Human Technology Corporation

Acustomizable, interactive, experiential, soft skills training pro-
gramthatcomescompleteasMicrosoftWordfiles, butcanalsobe
edited to match your specific situation. Comes complete with
Instructor Guide; Participant Coursebook; Pre-and Post-Tests; Evalu-
ations; 7 U D L QuHd4-$iért; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This is acomprehensive one-day workshop that enhances organiza-
tiondecisivenesswhileimprovingthe quality of decisions. It
teachesavariety of processestoassistwith partorallof virtually
any planning or decision challenge.



Managing to Excel:
Appraising People Performance w/DVD
Training House

This * » gy, instructor led, interactive workshop includes a leaders
guide, participantbooklet, DVDvideofootage,andPowerPoint®
slides. Managers will learn how to use performance appraisal
activelyand positivelyincluding; using feedbackas a dailytool,
eliciting self evaluations from subordinates, using descriptive rather
than judgmental comments, planning the development of subordi-
nates.

Instructor Guide, DVD & PowerPoint®
Additional ParticipantWorkbook

Managing to Excel:
Counseling & Disciplining w/DVD

Training House

This * » gy, instructor lead workshop includes a leaders guide,
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve
discipliningandcounselingemployeesincluding: Documenting
sub-standard behavior in performance terms; identifying causes;
counseling for improvement; applying a 6-step disciplinary process
forrestoringperformanceandestablishingmonitoringsystems.

Instructor Guide, DVD & PowerPoint®
Additional ParticipantWorkbook

Managing to Excel:
GettingUnbiasedInformationw/DVD
Training House

This * . gy, trainer led workshop includes aleader §guide,
participant materials, DVD video footage, and PowerPoint®slides.
Managers will leamn several important communication skills
including: Applying the funnel technique to elicit information;
interviewing skills; fact-finding skills; and using non-directive
techniques to elicit hard-to-getinformation.

Instructor Guide, DVD & PowerPoint
Additional Participant Workbook

Managing to Excel:

Giving Clear Information w/DVD

Training House

This * » gy, instructor led workshop includes aleaders guide,
participant booklet, DVD video footage, and PowerPoint®slides. Man-
agers will learn several important techniques to improve
communication including: Applying a 3-step process to plan
interactions, rewrite improved messages, evaluating ones own com-
municationskills,andanalyze and editaninterviewscript.

Instructor Guide, DVD & PowerPoint®
Additional ParticipantWorkbook

Managing to Excel:
Identifying & Solving Problems w/DVD

Training House

This * . ghay, instructor led workshop includes aleaders guide,
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve
problemsolvingincluding: Definingthe probleminterms ofunmet
business objectives; evaluating evidence; distinguishing causes;
evaluatingaction plansand evaluatingimplementation.

InstructorGuide, DVD&PowerPoint®
Additional Participant Workbook

Managing to Excel:
Listening & Organizing Guide w/DVD

Training House

This * 2glay, instructor led workshop includes a leaders guide,
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve listen-
ing and organizing skills including: Listening for and confirming
intent; filtering bias; improving retention; lowering barriers to
relating and recognizing omissions.

Instructor Guide, DVD & PowerPoint®

Additional ParticipantWorkbook

Managing to Excel:
Making Decisions & Weighing Risks w/DVD

Training House

This * - hay, instructor lead workshop includes aleaders guide,
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve
decisionmakingincludinghowto: Reviewthebigpicture;clearly
define the objective; specify and weight decision criteria; generate
alternatives; and apply risk analysis to options.

InstructorGuide, DVD &PowerPoint®
Additional ParticipantWorkbook

Managing to Excel:
Planning & Scheduling Work w/DVD

Training House

This * 2gtay, instructor led workshop includes a leaders guide,
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn important planning and organizing techniques
including: How to involve employees in planning, a 4-stage cycle for
project management; supervising through goals instead of activities;
analyzing work flow; and preparing PERT and Gantt charts.

Instructor Guide, DVD & PowerPoint®
Additional Participant Workbook



Managing to Excel:
Setting Goals & Standards w/DVD

Training House

This * » gy, instructor lead workshop includes a leaders guide,
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important goal setting skills including:
Involvingtheworkgroupingoal setting; developing standardsfor
allwork; overcomingresistance togoal setting; and prioritizing
goals.

Instructor Guide, DVD & PowerPoint®
Additional ParticipantWorkbook

Managing to Excel:
Thinking Clearly & Analyticallyw/DVD

Training House

This * » gy, instructor led, interactive workshop includes a leaders
quide, participant booklet, DVD video footage, and PowerPoint®
slides. Managers will learn several important analytical thinking

skillsincluding: Theappropriateuse ofinductiveanddeductive
reasoning; testingthe validity ofaproposition; problemsolving;
andbreakingdownpropositionsintopremisesandarguments.

Instructor Guide, DVD & PowerPoint®
Additional Participant Workbook

Managing to Excel:

Time Management & Prioritizing w/DVD
Training House

This * » gy, instructor led workshop includes a detailed leaders
guide, participant materials, DVD video footage, and PowerPoint®
slides. Managers will learn time management behaviors including:
Preparing adailytodoist; prioritizing activities; controlling tele-
phone time; reducing disruptions; and using meetings to save time
instead of waste it.

InstructorGuide,DVD & PowerPoint®
Additional Participant Workbook

Managing to Excel:
Training Coaching & Delegating w/DVD

Training House

This * 2 ghay, instructor led workshop includes a leaders guide,
participant booklet, DVD, and slides. Managers will leamimportant
techniquestoimprovetherelatedclusterofcompetencies. Skills
willinclude: Usinga 6-stepjob-aidtoplanemployeetraining;
making learning interactive; organizing rapid training by using
Train-Respond-Provide Feedback; using a job-aid to implement
delegating.

Instructor Guide, DVD & PowerPoint®

Additional ParticipantWorkbook

Problem Solving Toolsand Techniques
Courseware
Human Technology Corporation

Acustomizable, interactive, experiential, softskillstraining
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation. Teach an 8 step problem-
solvingprocessforwork groups. Teamsworkthrough avariety of
problemsolvingactivitiestolearneachstepintheprocess. This
comprehensive two-day workshop builds problem solving ability in
anyprofessionalbyprovidingconceptualmasteryofasetoftools.
Participantsworkcooperativelytostructure andsolve problems
using a series of proven methods.

Project Management for Workgroups
)DFLOLWDWRUYV JXLGH IRU WKH BURMHF
Michael Greer

This Facilitators Guide enables a trainer to lead project management
novicesthroughthe completion ofafully articulated projectplan.
Thisworkshopteachesprojectmanagementtechniquestoman-
agerswhoneedto planandmanage projectsduring the training.
Participantsusethe ProjectManagersPartnerastheirpersonal
project plan guide during the training, and after.

240 pp / 3-ring binder

Project Management Toolkit
Clay Durr

The Project Management Tool Kitisa comprehensive resource that
identifiesthecompetenciesforsuccessful projectmanagersand
organizations; provides reproducible assessments to measure
organization and individual strengths; facilitates developmental ac-
tionplanning;includes comprehensivefacilitatorinstructionsin-
cludinghandoutsforahalf-andfull-daytraining program;andhas
self-instructionaljob aids and a case study.

Tool Kit
Additional Workbooks / Pack of 5

Skills for Internal Consultants Workshop
Critical skills for the 21st century trainer

Alex Douds

This comprehensive 2-day workshop includes lesson plans, instruc-
torguidance, slides,and participantmaterialstotrain trainersto
become internal consultants. Ideal for adding value to the training
missionand developingkey skillsintraining staff tomake them
moreeffectivefacilitators, internal partners,and changeagents
who focus on performance.

InstructorGuide/ 250pp/3-ring
Additional Coursebooks/  200pp



Accountability for Results
Maximizing engagement and performance
Tom Westhrook and Lee Johnson

The Accountability for Results process is a specific setof behaviors
and techniques applied consistently to achieve results. The process
is step-by-step, systematic and easy-to-implement and enables
any leader to translate the concept of accountability into measura-
ble results. Plus, the highly interactive course uses case studies and
videovignettestobring the conceptsto life and generate lively
discussion amongparticipants.

Leader Guide /103pp/Ringhound

Participant Books/ 55pp

JanusPerformance Management System
Volume 1,CD

Performance is job #1

Jon Warner

Volume Lincludessevenmodulesthatenableyoutoimplement
the Janus Performance Management Systemby training managers
abouttheprocessandtheuse of Janustoolsthatmake perform-

ance management seamless and custom fit to each individual and
eachindividual work unit.

205pp /3-ring binder w/CD

Janus Performance Management System
Volume 2,CD

Jon Warner

Volume2providestoolsforconductingappraisalsandcomplete
trainingmodulesfortraining supervisorsand managerstoimple-

mentan effective performance appraisal and development process.

Three mini training workshops include: Conducting an end of cycle
performance appraisal; career planningand development;and
performance actionplanning.

353pp/3-ringbinderw/CD

JanusPerformance Management System
Volume 3,CD

Jon Warner

Volume 3 enables you to create job specific, competency based
appraisals by selecting from 36 competencies and 216 questions
designed to assess performance in those competencies. Addition-
ally there are 216 pages of coaching recommendations to develop
behaviorsthatwere assessed as sub-standard.

310pp /3-ring binder w/CD

Committing to a Team Approach
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training
program that comes complete as Microsoft Word files, but can also
beeditedtomatchyour specificsituation. Comescompletewith
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; 7 U D L Quick-$tdrt; PowerPoint®presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This 4-hour workshop will energize newly formed teams by helping
membersexploreteamrolesaswellasfourstagesofteamdevel-
opment.

Communicating Effectively in Teams
Courseware

Human Technology Corporation

Acustomizable, interactive, experiential, softskillstraining pro-
gramthatcomescompleteasMicrosoftWordfiles, butcanalsobe
editedtomatchyourspecificsituation. ComescompletewithIn-
structor Guide; Participant Coursebook; Pre-and Post-Tests; Evalua-
tions; 7U D L @Hick*Btart; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This 8-hour workshop systematically presents core communication
skillsenablingyoutoimprove all key skills within the context of
achieving teamgoals.

Creating a Shared Team Purpose
Courseware

Human Technology Corporation

Acustomizable, interactive, experiential, softskillstraining pro-
gramthatcomescompleteasMicrosoftWordfiles,butcanalsobe
editedtomatchyourspecificsituation. ComescompletewithIn-
structor Guide; Participant Coursebook; Pre-and Post-Tests; Evalua-
tions; 7U D L @Hick*Btart; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This 2-hour workshop will help team members establish a mission
thatcanbeusedtoguidethe formulationofgoalsandobjectives.

Evaluating Team Performance Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training
programthatcomescompleteasMicrosoftWordfiles, butcanalso
beeditedtomatchyourspecificsituation. Comescompletewith
Instructor Guide; Participant Coursebook; Pre-and Post-Tests; Evalu-
ations; 7 U D L QuHdy-$tért; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This2-hourworkshop providesteammemberswithananalytical
framework for thoroughly evaluating nine critical dimensions of
team effectiveness.



Making Team Decisions Courseware
Human Technology Corporation

Acustomizable, interactive, experiential, softskillstraining
program that comes complete as Microsoft Word files, but can also
beeditedtomatchyourspecificsituation. Comescompletewith
Instructor Guide; Participant Coursebook; Pre-and Post-Tests; Eval-
uations; 7 U D L Quiok-$drt;PowerPoint®presentation; Pre-
course assignment; Workshop outline; Lesson plans; Customization
rights. In this 2-hour workshop, team members learn four hasic de-
cision-making approaches and identify why consensus decision
makingis most beneficial inateam setting.

Making Team Meetings Work Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training
program that comes complete as Microsoft Word files, but can also
beeditedtomatchyourspecificsituation. Comescompletewith
Instructor Guide; Participant Coursebook; Pre-and Post-Tests; Eval-
uations; 7U D L QtidkSBtart; PowerPoint® presentation; Pre-
courseassignment; Workshop outline; Lesson plans; Customization
rights. This 2-hour workshop addresses why meetings should be
called, how to prepare for them, and most importantly, how to
conduct themeffectively.

Planning for Team Results Courseware
Human Technology Corporation

Acustomizable,interactive, experiential, softskillstraining
program that comes complete as Microsoft Word files, but can also
beeditedtomatchyourspecificsituation. Comescompletewith
InstructorGuide; ParticipantCoursebook; Pre-and Post-Tests;
Evaluations; 7 U D L Qudd-$iért; PowerPoint® presentation; Pre-
course assignment; Workshop outline; Lesson plans; Customization
rights.This2-hourworkshopenablesteammemberstosetgoals
andobjectivesthatareindirectsupportofthe W H DpRipdse.

Resolving Team Conflicts Courseware
Human Technology Corporation

Acustomizable,interactive, experiential, softskillstraining
program that comes complete as Microsoft Word files, but can also
beeditedtomatchyourspecificsituation. Comescompletewith
Instructor Guide; ParticipantCoursebook; Pre-and Post-Tests;
Evaluations; 7 U D L Quddd-$tart; PowerPoint® presentation; Pre-
course assignment; Workshop outling; Lesson plans; Customization
rights. This 3-hour workshop focuses on resolving the types of con-
flicts that commonly occur in teams.

Solving Team Problems
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training
program that comes complete as Microsoft Word files, but can also
beeditedtomatchyourspecificsituation. Comescompletewith
InstructorGuide; ParticipantCoursebook; Pre-and Post-Tests;
Evaluations; 7 U D L QuHdk-$iért; PowerPoint® presentation; Pre-
courseassignment; Workshop outline; Lesson plans; Customization
rights. With this This 3-hourworkshop, teamswill learntouse a
team problem solving process while working on an actual problem
the team currently faces.

Utilizing Team Members Abilities
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training
program that comes complete as Microsoft Word files, but can also
beeditedtomatchyourspecificsituation. Comescompletewith
InstructorGuide; ParticipantCoursebook; Pre-and Post-Tests;
Evaluations; 7 U D L Qudy-$iart; PowerPoint® presentation; Pre-
course assignment; Workshop outline; Lesson plans; Customization
rights. This 4-hour workshop provides a framework to identify
individualteam P H P E Hstievidthstomoreefficientlyachieve
team objectives.

Leaders without Titles
Participant Manual
Stephen J. Sampson

Whatdoesitmeantolead?Arethere naturalbornleaders? Can
leadership be taught? Throw out everything you thought you knew.
This companion workshop for Leaders without Titles puts into
practice many ofthe concepts discussed inthe book through
self-assessments, modeling and practice. It challenges the way we
determine who our leaders should be and uncovers the factors that
really L Q A X kh@abHity tolead.

Rapid Skill-Builder Series Library:
Complete 2-Volume Set
Jon Warner

The Rapid Skillbuilder Library: 2-Volume Set comes complete with
one copy of all 42 of the Rapid Skillbuilder Series. Each Volume in-
cludes 21 different Skillbuilders. Each Rapid Skillouilder providesan
individualwithathorough overview, techniques,andmethodsto
improve inthe competency.

2 Volume Set /504 pp / 3 ring binder



Train-the-Trainer, 3rd Edition
Aprovenworkshop for teaching non-professional trainers
Penny L. lttner & Alex F. Douds

Thisprovenworkshopforteachingnon-professional trainersto
develop and conduct effective training is back. Train-the-Trainer
Workshop, 3rd Edition is thoroughly revised and updated, making it
themostcompleteandcurrenttraining ofitskind available today.
Thispowerfulworkshopwill helpyou bringyourmanagers, team
leadersandothernon-trainersquickly up-to-speedinthe basic
skills required to develop and conduct training confidently, compe-
tently and with ease.

250 pp / 3-ring binder w/CD
Additional Coursebook/ 200 pp

The Complete Guide to Wellness
Richard Bellingham, Ed.D.

The Complete Guide to Wellness is the culmination of over 20 years
ofappliedresearchinover100companies. The materialsinthis

book were first tested in hospital settings under physician supervi-

sionandwerelaterimplementedincompanieswithleading be-

havioral psychologistsandorganizationalchangeexperts. The

Complete Guide to Wellness includes all the reproducible materials
youneedtoruneitheraself-study orgroupprogramonanyofthe
topics covered.

600 pp / 3-ring binder

Human Diversity Workshop
George Banks

This 2-day, trainer led course is & how-to workshop for developing
skillsforworking with individuals from diverse backgrounds.
Participantswilllearnhowto preventhias anddiscrimination
andtapintothehumanpotentialoftheirdiverseworkforce. The
activitiesinthisworkshop provide aforumfor participants to
practice their interpersonal, goal-setting, and decision-making
skillsina number of diversity scenarios.

Facilitator & Participant Guide
Additional Course books

TheProject 0D Q D J Raitnit,
2nd Edition

A step- by-step guide to project management
Michael Greer

Thisguide canbe usedasastandalone orasthe participants
bookletwiththetitle ProjectManagementforWorkgroups. Itis
organized around 20 key project manager actions and results with
the majority devotedtoproviding new projectmanagerswiththe
tools to get quality results.

ISBN: 978-0-87425-610-9
160 pp / Paperback

Grand Canyon
Adventures

Realistic, video-based
simulations

Take participants on an unforgettable
learning adventure! Set in the Grand
Canyon, these stimulating group activi-
ties provide an adventurous backdrop
for enthusiastic participant involve-
ment and memorable skill building.

Use Grand Canyon Adventures for active learning in
fCreativity and Problem Solving  $Collaboration
FTeamwork {Leadership
{ConflictResolution Consultation

GrandCanyonAdventureswereresearchedonlocationandwrittenby Carmine Consalvo.

More than the usual consensus-building activities

The creative design of the participant scenario booklets gives these leaming activities a
distinct advantage over other consensus-building simulations by supporting participants
throughout the activity with helpful techniques and key learning points.

Nine related activities provide new training flexib ility

The Grand Canyon Adventures package includes interrelated activities on problem solv-
ing, collaboration, and consensus decision making, which makes the program extremely
flexible. Useall nine activities with your entire team, or splitup your group to focus on
individualized skill development with a single activity.

Inspiring video gets participants involved

Startyoursessionwith TheRiverSong, a40-minute DVDthatsetsthe sceneforthe
simulations. Itisanall-original, breathtaking video tour ofthe sites within the Grand
Canyon where the simulations take place. It will motivate and focus participants on the
activities, and ensure high-impact learning.

Grand Canyon Complete Package includes
Nine differentsimulations
iScenic full color video or DVD, The River Song
{Comprehensive /H D G Heuievthat includes detailed debriefing suggestions,
instructions for leading adventure simulations, and valuable tips on involving
and motivating participants.

The Nine Team Building Simulations

$Overboard in the Roaring River: Action Plan

fLava Falls: Determining the Essentials

$Up Deer Creek Withouta Boatman: Problem-Solving Anal  ysis
FStranded in Grand Canyon: A Creative Problem-Solving Adventure

FIncident at Elves Chasm: Action Plan  #onsensus and Consultation

fIncident at Elves Chasm: Priority Setting  #Consensusand Consultation
fHikingOut of Lava Falls: A Creative Problem-Solving Adventure

FUp Deer Creek Without a Boatman: Collaboration

Overboard intheRoaringRiver: The Confluence of Crisisand Management

CompletePackage: 40-minuteDVDwith /H D G H3uffi&/
and ten of each Participant Booklet



Customizable Soft Skills Training

HRD Press
Courseware

Each Courseware title is a complete classroom-style
training course with:

OdUnlimited printing, customization, and rights at
asingle corporate site.

OGNo annual fee, license fee, or renewal fee

OdMicrosoft Word and PowerPoint files

Oo0Standardized, expert instructional design

OoFlexible format

O6Competency focused

060rganization outcome focused

O6Job-aid to assist trainers in customizing content

Each Courseware title includes:

06,QVWUXFWRUYTV *XLGH
OdParticipant Coursebook
OdDevelopment Planning Worksheets
06 7UDLQH U fStardGuide N

Q0Pre- & Post- Tests

OdEvaluation Forms

00 Certificate of Completion

ObPowerPoint Presentation

O6Workshop Outline

O6Lesson Plans

OdInteractive/experiential
exercises

Professional Skills Series
(All 8 courses)Individual Titles

Building Interpersonal Influence
Communication/Trust building/ Influence skills

UsingAdultLearningPrinciples

Knowledge essentials for trainers and managers
DecisionMakingand Planning Tools

Decision making / Planning / Structured analysis
DevelopingEmployee s
Communication/Coaching/Teaching
Preparing the Future Leader

Career planning/ Leadership skills /
Development planning

Problem Solving Toolsand Techniques
Problem solving/ Structured analysis
SurvivingWorkplace Change

Adaptability/ Change management/
Coping skills / Stress management

TransformingWorkplace Conflict

Conflictresolution /Problem solving/ Collaboration

Performance SkillsTeamsSeries
(All' 10 courses)Individual Title

Committing to a Team Approach
Advantages of teamwork / Team development stages
Communicating Effectively  In Teams

Overcoming barriers/ Constructive criticism/
Positive feedback / Empathetic listening

Creating a Shared Team Purpose

Coalescing around a mission
Evaluating Team Performance
Continuous performance appraisal of team and members

Making Team Decisions by Consensus

Advantages of Decision making types/
Group decision making

Making Team Meetings Work

Planning meetings / Managing meetings /
Controlling participants

Planning for Team Results

Setting goals / Planning

Resolving TeamConflicts

Understanding sources of conflict/ Conflict resolution
Solving Team Problems

Solving problems

Utilizing Team Member §Abilities

Deployingteamresources/ Analyzingteamresources



Managing to Excel2@Series Newly 5H ¢ OdPand ReviSED in 2014!
T

Managing to Excel2

A complete trainer-led development curriculum for 12 fundamental
managerial/supervisory competencies.

Each workshop uses a short DVD presentation that depicts typical management
interactions during which the use of a specific competency occurs. Workbook exercises are
designed to help participants identify the basic skills and techniques associated with each
competency. Participants then practice and apply the new skills via role-play, case method,
script analysis, games/simulations, self-inventories, and other hands-on learning activities.

Features:
 Workshops are stand-alone or training can be targeted with results from
The Managerial Assessment of Proficiency (MAP2).

T Eachworkshopincludes a competency modeling video, as well as a PowerPoint®
presentation, / H D G KBUideorthe trainer, and ParticipantWorkbook.

+ Competency definitions were developed from management research undertaken at
leading US corporations including: AT&T, IBM, Exxon, Ford, Kodak, and Martin Marietta.

} Eachworkshopisdesignedwitha¥2-daytraining formatenabling training flexibility for
busy, overloaded managers, or more time for additional experiential skill development.

Benefits:
1 Experiential workshops are focused on just a few key learning outcomes, which enables
real skill building to occur, instead of information overload.

} Managing to Excel training provides managers with a foundation of timeless skills.
Thesecompetenciesarebasicandtheyunderpinallsuperior performance.

} Teachesbehavioral skills and techniquestoimprove acompetency

} Establishes aclimate of participation and improved teamwork

1 Provides a solid basis for mentoring and coaching relationships
 Encourages new managerstoworkto their full potential
 Helpsmanagerstorespondtothe needforincreased productivity
 Demonstrates the power of training to yield bottom-line results

1 Revitalizes the organization withanew commitmentto excellence

he 12 Competency Workshops

Administrative Competencies: Managing Your Job

EPAS2  Workshop: Planning & Scheduling Work
EPASW2  Participant: Planning & SchedulingWork

ESG2 Workshop: Setting Goals & StandardsWorkshop
ESGW2  Participant: Setting Goals & Standards

ETM2 Workshop: Time Management & Prioritizing
ETMW2  Participant: Time Management & Prioritizing

License the Managing Your Job Series

Cognitive Competencies: Thinking Clearly
EISP2 Workshop: Identifying & Solving Problems
EISPW2  Participant: Identifying & Solving Problems

EMD2 Workshop: Making Decisions & Weighing Risks
EMDPW2  Participant: Making Decisions & Weighing Risks

ETCA2  Workshop: Thinking Clearly & Analytically
ETCAW2  Participant: Thinking Clearly & Analytically

License the Thinking Clearly and Deciding Series

Communication Competencies: Relating to Others

EGC2 Workshop: Giving Clear Information
EGCPW2  Participant: Giving Clear Information

EGUI2 Workshop: Getting Unbiased Information
EGUPW2  Participant: Getting Unhiased Information

ELO2 Workshop: Listening & Organizing
ELOPW2  Participant: Listening & Organizing

License the Relating to Others Series

Supervisory Competencies: Building the Team
EAP2 Workshop: Appraising, People & Performance
EAPPW2  Participant: Appraising, People &Performance

EDC2 Workshop: Counseling & Disciplining Employees
EDCW2  Participant: Counseling & Disciplining Employees

ETC2 Workshop: Training, Coaching & Delegating
ETCPW2  Participant: Training, Coaching & Delegating

License the Building the Team Series

ORDER INDIVIDUAL WORKSHOPS

(DFK ZRUNVKRS FRPHV ZLWK )DFLOLWDWRU:-V *XLGH
'9" DQG RQH 3DUWLFLSDQW-V *XLGH
$GGLWLRQDO 3DUWLFLSDQW:-V %RRNV

email info @omdsinc.com
or call (02)650-3840
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